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Introduction

separated. Time wasted, by the lawyer or legal staff, is time that cannot be spent

creatively advancing the client’s cause. So much time in the law office is spent
preparing documents, for internal use and for ultimate submission to some tribunal, that we
cannot overlook the need to learn how to do this efficiently, using the tools built into word
processing programs which distinguish the computer from the mechanical typewriter.

In the practice of law, efficiency and professional effectiveness cannot be

This efficiency is so much more important these days, as more and more attorneys are
doing their own word processing, and as legal support staff are called upon to perform more
and more paralegal functions essential to a surviving practice.

.. .. 1t 1s equally important that the attorney who is not involved
directly in the production process be aware of these tools and
functions. He or she not only has to watch out for the “bottom
line” in terms of efficiency, but the overall effectiveness of the
work done on behalf of clients.

We also know that a professional appearance to the documents we prepare, the
typographic formatting, the organization, and tools to assist the reader to navigate (like tables
of contents and authorities) is critical in the effectiveness of our work product on the reader.
The same type of formatting required by appellate courts may have even greater impact in
the ability of a non-lawyer village justice to understand our point. But if we do not learn
how to achieve professional formatting efficiently, it will probably not get done as a routine
matter, and effectiveness will suffer.

Beyond this, technological advances have imposed new demands on lawyers:
preparing documents for electronic filing, collaborating by e-mail with others attorneys in
the preparation and review of documents, the ascendance of e-mail as a repository of
communications with the client, other counsel and even the courts, all in need of archiving.
As they inch toward a “less paper” (forget about “paperless”) office, attorneys find their
computers choked with bloated scanned images, partly because of rampant misunderstanding
of the variations within the PDF format. This is a contagion infecting the courts also,
clogged with electronic filings ten times the size they should be, merely because law firms
do not understand the capabilities of the software they are using.



Millions of dollars have been invested by the major software developers to provide
tools for the efficient and effective preparation, management, publication, storage and
retrieval of written work-product. Yet, in most firms, even the most significant of these tools
are overlooked. When the daily inefficiencies, and the numerous sacrifices in quality of
output are multiplied by the number of users and the number of days, the costs to the lawyer,
and the costs to the client, are too substantial to ignore.

Because the waste and impairment of effectiveness I am talking about cannot be
appreciated without a catalog of the available tools I have in mind, the purpose of this
presentation is to review the most important tools in the computer software we use every day.
While it is essential that computer users understand these tools and how to use them, it is
equally important that the attorney who is not involved directly in the production process be
aware of these tools and functions. He or she not only has to watch out for the “bottom line”
in terms of efficiency, but the overall effectiveness of the work done on behalf of clients.
Familiarity with the powerful tools available to the word processor is essential to deciding
what standards to set for your staff, and what type of training is needed to get the job done
right all the time.

These are not just issues for the solo, or small firm practitioner. The very largest and
best known firms are just as oblivious to the efficient and effective use of the software tools
at their disposal, but they apparently have the clients who are able to afford such
inefficiencies. We do not.

What follows is a review of the essential word processing tools we have in our word
processing software, as well as the critical functions of which attorneys and their staff must
be aware in Adobe Acrobat, the default format for electronic filing and an increasingly
common format for document disclosure, exchange, review, and litigation support. Because
I am most familiar with it, and believe that it unqualifiedly provides the most powerful tools
for lawyers, I concentrate on WordPerfect. However I will try to also point out parallel
functions in Word (where they exist) and how they might differ, especially in those few
instances where they are actually superior .

While this presentation is nominally about “software,” it is important for lawyers
because these are tools of our trade. It is mostly through our written work product that other
attorneys, courts, and, perhaps most of all, our clients see us. It is often largely on our
written work that our clients causes are decided.
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within local Help screens or online help provided by the software

companies. This work does not pretend to replace those resources. But the
typical computer user — lawyer or not— generally only learns the least they can get by with,
and will often settle for whatever results can be achieved without actually looking for help
or learning the may ways to avoid wasteful, menial, and repetitive actions.

Much of what I reveal below — but certainly not all — could be gleaned from

The manuals and tutorials available are often uninspiring when it comes to showing
how many of these tools are put to use in the law practice. It is my hope that this monograph
will be a convenient reference, and a useful springboard toward productivity. I hope that,
once exposed to these tools, and their ease of use, attorneys and their staff will have the
incentive and confidence to move out on their own to explore other features and find other
ways to put their skills to productive use.

A, Fundamental Concepts

There are basic rules one has to adhere to in the quest for efficiency in document
processing.

1. Format it for readability

Whatever good the typewriter did for the world, it did nothing for typography or the
aesthetics of the printed page. There is virtually no need in our word processing for the
conventions invented to provide formatting and emphasis (like ALL CAPS or underline) in
typewritten text or typefaces designed for the monospace format — i.e. courier.

But the bottom line is readability, and one will not find in the sphere of written
communication professionals—from advertising, to journalism, to corporate
communications, to periodicals and books—the use of these means of emphasis before type
size and attributes, such as italics or bold or typeface changes of one sort or another. So take
a hint from the world of graphic arts and use classic typographic techniques, which are
centuries older than the typewriter, to convey the message. More than a few sources remind
lawyers that proportional typefaces of the “roman” or “book” type are easier to read. See the
Seventh Circuit’s “Requirements and Suggestions for Typography in Briefs and Other
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Papers™ and “Painting with Print: Incorporating concepts of typographic and layout design
into the text of legal writing documents” by Ruth Anne Robbins.?

2. Formatit “smart”

Do not use typewriter-style methods for positioning text on the page. Use the
available formatting codes in the software. This will not only result in uniformity, but allow
painless and easier modification of the text later on.

Spacial formatting

So, instead of using spaces to indent, use tabs. Instead of a series of spaces or tabs to
move text to the right, use a “hard flush right” code @ <Alt-F7>, or change the justification
to push text to the right margin. To create text in columns, usually the best solution is to
create a table to set the position for a block of text that is not on the left margin. Examples
of this are given later at page 54 and in some of the templates on the accompanying disc for
captions and signature blocks. In @ ord the “Pleading Wizard” adopts this approach to
formatting as well.

In order to create a “line break” which does not have the effects normally flowing
froma[HRt] code, use a (7] <Ctr1-Shift-L>@ <Shift-Enter>. Instead of using additional
hard returns [HRt] with the <Enter> key, in order to force to the next page, use a “hard page”
code [Hpg] by hitting <Ctrl-Enter>.

Instead of using an additional hard return [HRt] with the <Enter> key to create space

between paragraphs, set a standard spacing between paragraphs. In &) WordPerfect use the
“Format, Paragraph, Format” dialog. The [#]  ord command is similar.

' http://www.ca7.uscourts.gov/Rules/type.pdf

2 http://www.ca7.uscourts.gov/Rules/Painting with Print.pdf

* This is especially useful when creating a heading in which a second line is forced, for
example where the the writer desires “Point 1" to be on a line by itself in a heading. Using the
“line break” rather than the “Enter” will result in only one Table of Contents (“ToC”) entry,
rather than two, for that heading, assuming that the heading is in a true “heading” style, or that
the text is separately marked for the ToC.


http://www.ca7.uscourts.gov/Rules/type.pdf
http://www.ca7.uscourts.gov/Rules/Painting_with_Print.pdf
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In Word the spacing between paragraphs can be adjusted by preset increments or, as with line
spacing, at exact points.

In @)  WordPerfect this should be set in the “Document Style” or it can be inserted as an
“open code™ or applied to a selection of text.

kF'alagraph Format - _'?IEI
i First line indent: 0 ;|
Left margin adsustment, 0" ;I ————— = L

Bight margin adjuztment: IEI" _l?

Spacing between paragraphs

i Mumber of lines

Set the space between
paragraphs without using
an extra [Hri]

i~ Distance in paints
1

* An “open style” in WordPerfect is a style that affects all the following text. Word, by
contrast, demands some style to be applied to any paragraph. Therefore, to get paragraph
spacing, each paragraph must be in a style with has the code for paragraph spacing.
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Similar to these commands are shortcut key combinations used for navigation, cutting,
copying and pasting text, and adding attributes to typefaces, all discussed below at p. 57.

3. Format it once!!!

The most critical thing to figure out, and the prime focus of this piece, is how to
develop a simple set of styles, for text and headings, which can be invoked in every
document by simply picking the style from a list — or, in Word, by a simple key
combination. Obviously, picking a style for a heading with one stroke, is faster, and assures
more consistency than manually entering the various elements of that style. You only have
to format a particular style once, but it can be used endlessly. This is what the “styles”
feature is all about.

The proper use of the “styles” tools within WordPerfect or Word all but eliminates the
need to make any Font, Font Size, Line Spacing, Paragraph Spacing, Margin, Justification,
or Tab settings, or Table of Contents selections as you prepare a document.

A “Format it once” approach not only speeds up document creation, but also allows
for instant and global reformatting of the entire document just by editing the relevant “styles”
rather than the text of the document, or the other techniques already discussed — retrieving
other style files or attaching another “.dot” template. Without these techniques, especially
in Word, this would require a great deal of manual reformatting of paragraphs and headings.

Because picking from a list is so simple, with a handful of styles to choose from, and
the slightest training, even the least experienced user can easily attain the desired look and
functionality in a document without any actual knowledge of the choices under the format
menu..

The additional bonus of a reasonably well-executed system of styles, as will be seen,
is that the right heading components will appear automatically in the “Document Map,” and,
hence, in a Table of Contents, and as “Bookmarks” in any Acrobat PDF document generated
directly therefrom.

More about creating and editing styles later.

4. The “Template”

Both &  WordPerfect a{W] ord use a “template” as the basis for each document.
There is a “default” template that is used for documents until you select a different template.

10



Modify that template, or substitute another template you have created as your default
template, and you will thereafter have modified the “default” look of every document you
start thereafter.

In &  WordPerfect the identity of your template directory, and what is set as the
“default” template, is set in the “Tools, Settings, Files” dialog box:

Speasheel/Database | MegeMaoe | ML | “default template™ can easily be created and

Document Template ] Labels I Graphic ]

L shared with other users to standardize your
. office. They can either use that default
Addtopalterfte et [CDocumerts and Setingswmaboney | 1 template on their own computers, or “point”
Addions|cffects tempat: | to a network template folder and file as the
default. Out of the box you will be using the
. I Update dgfault template from additional abjects template “factory” default template’ WPXUS.Wpt
¥ Update Fa¥grites with changes Wiew All... won - .

(where "x" is the version). That template

The "Files Settings" dialog - .
LS il e 1) file can edited and saved under another name
of the critical files, here the : and used on the network, and most likely, in

default template .
future versions of WordPerfect.

Default ternplate: ]wp1 3US wpt

| kK I Cancel 1 Apply I| Help |

=TT

To access the default template, select
from the File menu, “New from Project” to open the Perfect Expert dialog. From there
choose the “Options” to “Edit WP Template” for that “blank document” template, which is,
most probably, the “default template,” as illustrated in the next figure, figure 15.

I'say “most probably”’because this list of “projects” does not automatically know what
your default template is if you change the location of your default template directory, or the
name of the default template (which you should eventually be doing) after you intalled this
version of WordPerfect. The Perfect Expert, shown in figure 15, will show only those
templates that were in the “default template directory,” or “additional template directory” the
last time that “Refresh Projects” was selected in the Perfect Expert “Options” dialog. In
other words, this method of accessing the default template and editing it, or editing any
template, depends on any choices you have made in the File Settings and having manually
alerted the “Perfect Expert” of those locations.

If you are working on your own, there is no need to worry too much — until you need
to upgrade to the next version of WordPerfect — about changing these locations. If you are
on a network and want to share custom templates and default templates, someone has to get
familiar with this interaction.
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PerfectExpert :‘:‘;—:‘;‘;; ﬂ.ﬁl

Create New | ok On I

Cuztaom WP Templates j Create I
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£y <P Quickiwords Files s |
IThis direct Dry’ iswherethe | |:rEe.E|tEe a |:||.E|r'||-=:_ |:||:||::I_Jr|'|Eer'|t =

p13UsS.wet file is, and
hat must be listed either
your default template

Project Properties. ..

irectory or additicnal Add Pruigct...
objects template directory LCopy Project 3
; kM ove Project 3

Remave Praject...

Create Category...

Rename Categony...

Create a blank document

Remove Cateqaory..

‘Create a blank document” description
- Create "WF Template
dicates the default blank document
emplate. Edit the template to add an outline ﬁml
tyle and other styles to it but keep it simple. Shaw Thiz Dislog at Startup
‘Projects” are based on the default ternplate,
ut are for specific purposes.

Ferzanal Infarmation. ..
Refrezh Projects..

Figure 15: Finding the “default template” to edit it. Note — if you have
renamed and relocated your own default template it will not show up in this
dialog until after you have selected “Refresh Projects” from this “Options”
dialog.
WordPerfect provides an “Administrator’s Guide” to installation of WordPerfect on
a network which might also be of assistance here.

Distinct in function if not form are the “program templates” which come with the
program or which you can create as the starting point for a particular type of document, like
a letter or pleading caption, forms that prompt you for information that will automatically be
put in different parts of a pleading caption or a retainer agreement. These templates are
stored as "projects" under categories you can create in the Perfect Expert dialog. (File, New
from Project) Although you can use styles in any one of these templates, it is primarily the
default template that [ will be discussing when it comes to establishing a set of formatting
styles for general use.

Apart from the ability to have their own distinct styles, WordPerfect templates can
also have macros embedded in them, so that the user of the file can run the “template macro”
without having access to that macro file on their own computer.
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Changing default settings for Word documents

In ord this process is not so easy, as the “normal.dot” template is the default file
and one cannot easily “trick” Word into looking at another file as the default. You can make
changes to the normal.dot file, such as changing default margins and default fonts (each by
pressing the Default button at the bottom of the dialog boxes for each) in the File, Page Setup
dialog, but it is sometimes recommended not to make major changes to the styles, or attempt
to edit autotext entries, add macros or keyboards shortcuts, since the normal.dot file is
susceptible to corruption and virus infection and may have to be deleted. (Another would
generate automatically, but set to “factory defaults.”)’

However, you can create template files which you can select as the basis for your
documents, containing the style features you want. To do this, create a file with the styles
you want, deleting those you do not want, and save the file as a “template” (File, Save As,
Save as type: “Document Template (*.dot)””) with an appropriate name. Then choose to save
each style you are keeping as part of that template by checking off the “Add to template” box
in the “Modify Style” dialog box for each style. Then delete all the text in the document
(except for any text you want to remain there) and save it again.

As a result, your templates thus created will appear in the “Templates” section of the
New Document panel which appears when you open a “New” file. They are ready to add
content, and the styles you have elected to keep in the template are ready to be selected in the
process. Such a template can be used over and over as the basis for starting a document.

This document is regarded in Word as an “add-in,” or “global” template,® which can
then be stored on a shared network drive for all users to access. This will allow the added
functionality to be accessed no matter what template you are in, much like changes to the
default template in WordPerfect. To have Word see these customized templates or add-ins,
you must go to Tools, Options, and select the File Locations tab. Select the “Workgroup
Templates” entry and then click on “Modify” on the bottom right hand corner, and then point
to your chosen shared file location on your network. When you open File, New, you should
then see on the General Tab any customized templates and add-ins you have saved to that
network directory.

> I believe that it is possible to create a custom “normal.dot” file that will automatically
reload to avoid the generation of a new “normal.dot” file by Word, but I do not know how to do
that.

¢ T am really not too sure on the difference between the two in Word /ingo.

13



As said above, more about creating and editing WordPerfect styles later at p. 37, and
in Word at p. 70.

g. Customizing your workspace

As an initial step is to learn how to speed up the performance of certain repetitive
tasks that are commonly used in creating or editing text. Let’s start with the Toolbars. In
every Windows application there are “toolbars” that have buttons with “icons” on them to
perform specific functions without having to navigate the menu tree. These toolbars can
easily be customized for the individual user, or for use by the entire office. It is easy to add
or remove or relocate an icon. As you learn new features, you can add your favorites to a
toolbar.

There are a number of predefined toolbars WordPerfect and Word. & Tosee them,
right click on the top toolbar or in the space to the right of the top toolbar :

st This listbox allows you to check or uncheck a toolbar to toggle whether
ordrerrec
Compatibity it shows or not.
. Draw Shapes
Font
I g ¢  Select “More . .. .” to SIS/ T oolbar Editor - WordPerfect 2] x|
Graphi
e more toolbars and be taken to the  Featues | keystiokes | Proorams | Macros |
v Legal 13 . . LRI B _
S Customize Settings” dialog. But e
Mictosoft ord 2002 to add a button to a toolbar, right ~ [ed |
Microsoft ward 97 . . .
Navigation clickonthe particulartoolbaryou = =2
v Outline Tools . .
Page want to edit and select “Edit" to
Frint Prewview .
More... get the “Toolbar Editor”.
Wihat's This? .
E_d.a - The Toolbar Editor allows
Edit.. 2 =
Setings . you to select features to add toa " =" = E E]
fpl Ara | owencase the curent word or Separator
The WordPerfect too.lbar. (To r.epos.ltlon. or remove e
toolbars - initial an icon, at this point simply drag
list. it to the location you want or off 0k | Caneel | hew

the toolbar) Note the other tabs in this dialog allow

you to create buttons which simply add keystrokes

(Like your firm name or frequently used phrases), start other applications, or play a macro.
For these buttons, you can have fun editing the buttons to create your own icon to suggest
the function of the button. To do this, with the Toolbar Editor open, right click on the icon
you want to edit and select “Customize.”
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@ ord also allows for customization of toolbars — though with fewer choices than in
WordPerfect. This begins by clicking on the “Toolbar Options” pulldown arrow at the right
of'atoolbar. This will lead to the choices to add buttons to the built-
in toolbars, and the “Customize” dialog to edit or create toolbars, or

[d Bead B [k B i
to customize your keyboard.

S o
% Each time you change you toolbars, in either program, they

Toolbar Options|  are saved to your default template.

- IS =bhime Ckark

In Word, start with the
Toolbar Options choice to
edit toolbars

My WordPerfect Toolbar

DeEEBRRE HEReGHBPYaAB(-0-As -S| 0

/ f j t \ Paste text as /
unformatted Go to or create

Change blocked Select a Bookmarks,
Save or close all (ot (o Intial Caps,  “rectangle” defined  “Append"” selected "QuickMark"
open files at once lowercase or b]l' b&gil’ll’lil’lg and textto existing text OF]EI'I Reference Tools dlﬂlﬂg 4
SMALL CAPS ending cursor in Clipboard ToA, ToC, Index, Cross Ref, Lists
Styles

C.

Although there are substantial differences between the way they implement them, both
WordPerfect and Word have a powerful set of tools to allow the user to select from a list of
text and heading “styles” in order to format and encode text. A relatively small investment
of time in understanding the styles feature will result in enormous savings in time and
improvement in the quality and usefulness of output. Yet, powerful as it is, this feature is all
but ignored, and almost always underused or misused if it is used at all. This is as true of sole
practitioners as it is the lawyers and staff the most prestigious law firms in the country.

If styles are used correctly, the lawyer or assistant almost never selects any other
formatting codes except from among a handful of styles. As a result the document almost
never requires additional encoding for line spacing, margins, fonts, font sizes, paragraph
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spacing, Table of Contents, Conditional End of Page, “advance” and justification etc. Thus,
“styles” are powerful and time saving because they speed up the formatting process to begin
with. This is demonstrated in the next illustration.

Many legal secretaries believe that they can format-as-they-go so quickly that there
is no point to accelerating the task by learning the use of styles. Perhaps they have created
macros to enter the codes for a new heading. However, selecting a style is just as fast, and
more accurate.
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In one click, selecting a single heading style, the user might add codes to set the font,
the font size, attributes like bold, add outline numbering, change the line spacing and
margins, insure that a certain number of lines follow the heading before a page end, maintain
certain spacing between the text above and below the heading, and place the heading in the

Merely selecting a “style” from the list can apply numerous formatting features to the text — here a heading is
created which will automatically appear in the Table of Contents and in the “document map,” is numbered
according to an outline and has a desired “look.”
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Table of Contents. Again, a macro could do the same thing.

But the real economy in using styles to control formatting is evident when something
has to be changed. When styles are used for formatting, because all the formatting codes are
in the styles, the appearance of the entire document can be altered merely be changing the
definition of the individual styles. Thus, the line spacing for the text of the document can be
changed by altering the Document Style in WordPerfect, or the definition of the text style —
such as “Normal”—for the document in Word.>

Beyond this, even more dramatic global change affecting a number of heading and

text styles can be accomplished at once in Q WordPerfect by retrieving a different style file
which has the same named styles defined differently, or, in @ ord, by pasting the text into
a template or document with the same named styles defined differently.’

More of this later, when we talk about saving and retrieving style files, below at p.37.
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Word Processing with WordPerfect

n this section I review some of the powerful features of WordPerfect which can
Ihelp make the law office more efficient and effective in the preparation of the
work product which is so critical to the success of our efforts.

There is no substitute for curiosity and patience in learning these tools. However
difficult they may seem at the outset, mastering them, or making sure someone in your office
masters them can make all the difference. Although summarily introduced above, the first
section will focus on “Styles,” the most powerful day-to-day feature of this product.

A © WordPerfect Styles

A “style” is a set of formatting codes to be applied to the text marked with that style.
There are “system styles” and there are “user styles.” “System styles” are built-in styles that
operate in the basic document, even if you do not know it. These built-in styles control the
basic appearance of a document, including headers, footers, lists, tables, footnotes, etc. Most
of these can be edited, but they cannot be deleted.

As opposed to the “system styles” there are the “user styles,” styles created by the
user, which can also be edited but also can be deleted.

Styles Glossary

Style - a collection of formatting commands organized under a name that can be chosen from the
“Styles” <Alt-F8> dialog or from the Styles pulldown list.

Style File - a file created by saving the styles contained in a document, which can later be
retrieved into another document. (We arbitrarily use the “.sty” file name extension”

DocumentStyle -The system style, (an “open style””) which is used to house the basic formatting
of the text of the document: margins, font, font size, line spacing and paragraph spacing.

“Document” style - The type of individual style which is “open” and therefore affects all the text
after it until countermanded by another style.

“Paragraph” style - The type of individual style which occurs in paired "On" and "Off" codes
and affects the look of paragraph. Deleting an "Off" code will also delete the corresponding "On"
code.

“Character” style - The type of individual style which paired "On" and "Off" codes, just like
normal formatting codes for Bold and Italics. Deleting an "Off" code will also delete the
corresponding "On" code. The typical example of such character codes would be for single
spaced text or quoted materials — material that might include paragraphs and all sorts of other
formats and forms, like pleading captions and endings.

19




1. The “Document Style”

Probably the most important system style to the user is the “Document Style.” The
“Document Style” is always present when you start, and it is used to house the basic format
of the text of the document. Almost any code can be put there that might be put at the top
of a document. Itisan “open” style, meaning that it will apply to all the text which follows,
until a countermanding style is specifically entered.

Open Style: Du:u:umentSt_l,lIe. I

The "DocumentStyle” code in
the reveal codes panel. When it
Is clicked on, you see the codes
inside. Double click on the code

and the Styles Editor opens

| " ?)
|I:Fpen Style: DocumentStyle {Font: Times Mew Ruman!Fun! Size: 1313t!Lr| Spac:i'n-;LIF"aa Spaci
| by
7
~— —

The DocumentStyle code appears at the top of every document, as can be seen in the
Reveal Codes pane.

«

This is the key difference betweenld WordPerfect ] ord . In WordPerfect

you can set formatting for all the text which follows with certain “open codes” (like Font,
Line Spacing, etc).” In Word each paragraph has a style controlling its appearance.

Accordingly the DocumentStyle is generally where you should put in the codes
for the appearance of text in the document. Typically this will be the margins, font, font
size, line spacing and paragraph spacing. Widow/Orphan and hyphenation settings also
should be put here if you use them.

" To be clear, these codes can also be “paired” “on-off” codes also.
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The Document Style can be re-entered at a later point of the document in order to
reestablish the document format if the entry of special codes at one point in the document
have had left it difficult to bring back to normal.

2. Editing a style

There are three ways to get to the Styles Editor. The Format, Styles... menu choice,
or <Alt-F8> bring up the “Styles” dialog. From there highlight the style to edit, and select
the “Edit” button. Or, as noted above, double click on the particular style code in the
“Reveal Codes” panel.

In this dialog a wide variety of codes can be selected for inclusion in the style, done
just as if you were applying all the formatting codes to selected text. In WordPerfect one can
include text and headers and footers and even another style in a style. Thus you are given
more power than most of us know what to do with. Naturally, be cautious in this. The
DocumentStyle should be kept simple. In the DocumentStyle limit yourself to those codes
desired for the actual text of the document.

2 Styles Editor 7 x|
File Edit Inzett Format Tools
ITimes Mew Rorman jl‘lB j B 7 U-~-=~AE- Nores _d H
Style name:
I DocumentShyle
Descrption: Enter ke ingerts stule: Cancel |
IEurrent Documnent Style I <Same Styles j Ll
elp

Tyupe:

L _-\\
ID':'CUI-'-'E”t [open] —J [ Autamatically update St_lrller_ )
Contents: e With "Reveal codes" checked the

Editor show the codes in the style. The
menus and toolbar at the top allow for
many different codes to be inserted.
Because of the nature of an "Document
{open)" style, however, not every kind of
code can actually be put in here

@eal codes [T Use as default ‘

Codes can be entered for a style the same way they would be entered for a document. The
“reveal codes” lets you see what you are doing

[Fant: Times Mew Roman|Font Size: 13pt|Para Spacingji

Editing a “paragraph” or “character style is only slightly different than editing an
“open” “Document” style. That is because sometimes you have to be careful about the pairs
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of codes. If you are marking a bold heading for it to be included in a Table of Contents, do
you want the text to show up bold in the Table? Ifyes, insure that the bold codes are within
the [T.o0.C.] codes. In th example below the heading would not be bold in the Table of
Contents. I do not believe that word has this flexibility. When the “Show ‘off codes’” box
is checked there appears a block that is the placekeeper for the text that is encompassed by

the style code, as seen in the next image at ®:

H @ Styles Editor [ 2]

File Edit |nset Format Tools

: Times Mew Roman (15 | R|F U-~ - AS ';.<Nane> o A
% u as ,
6 ¢

| Style name:

e
" Description: Enter key inzerts style: Cancel

Reveal codes is on

The "Show ‘off codes’ " is
checked, revealing the box
labeled "Codes to the left are ON

EE ©

1Letter, L. karg, Bold |<N|:|ne> 4 LJ = :Itjﬁ“_ " gdeparatirlg the "On" and
{ } elp codes
Type:
]Paraglaph :-1 [ Autornatically update style when changed ™ <gcument This style will not "chain” to
Contents: 3 (4 ) another style. After hitting
<Enter= it will revert to the format

Rt Mar[Cond EOP Jvady]Ln Spacing]Hd Lett Ind]Hd Back Tab]Fort Size: 15pt]Select {Mr
b Tt T.OC. ><>|F'ara Murn |Left Tab |Codes ko the left are OF - Codes to the right are EIFFJ

[ Mrk Tt T.0.C. llvedy: 0.13"Rel]] (3 l
&)

of the preceding text.

The "Select” indicator shows that
the text from that point to the
insertion point has been selected.
meaning that when the Bold
button is pressed, the text of the
heading wil appear bold, but not

e

¥ FReveal codes W Show 'off codes'
1k (2%
\J \Z/

3. Creating a style

Now that you are familiar with finding and editing styles, it is time to look at creating
a styles. This is very simple to do. Like editing a style, it is just like entering formatting
codes in a document, only you just have to do it once. You will again be using the Styles
Editor dialog. Here you have to make a choice as to what kind of style it is (Document,
Paragraph or Character) and whether hitting <Enter> should return to the defaults, or invoke
the same or another style.

The biggest mistake made regarding styles for those who do try to make use of them
— and this is true in both @ WordPerfect {#] ord — is in making too many. If there are
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more than a handful of styles to choose from then they will be hard to use, and inevitably
mistakes will be made. A better strategy is to use a limited number of styles, and save them
to several style files, each with different definitions for the set of identically named styles.
Since it is so easy to make global adjustments to the styles to affect the entire document,
there is no need to create too many style files either. We have one for drafts, one for
memoranda, one on for each type of brief (state, federal, Petition for Writ of Certiorari). We
do not need a separate style for letters or motions, as we make any minor adjustments in the
format as we go.

This is all the more important because the usual display of available styles shows more
than what we would use anyway. So already there is clutter to deal with in most documents.®

As aresult, we only use eight styles to format a typical memorandum, brief, or letter -
and 5 of those are heading styles!!

Styles Strategy in WordPerfect

It is essential to understand the difference between creating a new
style, with a new style name, and creating a new style file, with the same
list of styles defined differently. While there will be a temptation to define a
separate individual style for each possible format of text (with permutations
of font size, line spacing, margins, etc) with different types of documents in
mind, this unnecessarily proliferates the number styles to choose from in
your list and creates confusion

It would be better to make adjustments in the definition of a few
styles and just save them in a different style file. Thus, for example, one
would always use “Head 1" as the main heading in any document, but
“‘Head 1" would just mean something different if a different style file were
retrieved into the document.

Also in WordPerfect it is easy to fine tune a style for use in a
particular document without worrying about proliferation of styles to choose
from, as in Word, or the need to save that style for future use.

This is discussed further and demonstrated below at p. 37.

¥ In both WordPerfect and Word it is possible to filter out the styles that are not being
used in your document, and to delete unused or unwanted styles, to clean up the style interface.
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1 Space

1,2,3,

Head 1
Head 2
Head 3
Head 4

Head 5
Quotes

The Only Styles You Really Need

To create single spaced text, for captions in pleadings, tables,
index, and document closings, etc. Using such a code allows the
marked text to remain single spaces no matter what changes there
are in the rest of the document.

A style used to automatically number paragraphs.

Top outline level heading: Points in a brief.

Second outline level heading, like "A. Section" at the left margin
Third outline level heading, like "1. Subheading"

Fourth level heading, like centered bold text, which can be used in
affidavits and motions to add headings without the distraction of
lettering or numbering

Fifth level heading, like centered italic text.

This would be for single spaced double-indented material quoted
from other sources, typically in a smaller font, with wider margin.
Like the 1 Space style, text in this code would be insulated fro any
changes in the default fonts, line spacing, etc. in the rest of the
document

There are few documents in which the text cannot be fully formatted with these
choices. The fact that covers to briefs and pleading captions and brief closings and signature
blocks may use additional fonts and font sizes or attributes presents no problem with
WordPerfect, which does not need to assign a new style to each uniquely formatted block of
text. But in Word, every variation on a text style wants to create a new style, and this cannot
be avoided. However it does put a premium on using a template to great such blocks of text

consistently.

Although the disc that comes with these materials contains some files containing these

styles, let’s look at a step by step process of creating a new style.

The most simple style is one to create single spaced text. Navigate to the Styles

menus before, and after selecting “Create,” we return to the Styles Editor Dialog:

The difference in applying a character code is that you have to select the text to
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which it applies and then select the code.

4. Styles Shortcut: “QuickStyle”

For those new to the task, WordPerfect provides a useful, but imperfect shortcut to
the creation of a style. Simply prepare text the way you would like it to look, and then open

up the Styles dialog and, with your cursor in
the text you have formatted,
“QuickStyle.” You are prompted to give a
name and description for the style. The
shortcoming of this process is that only those
codes which affect the appearance of the text
are imported into the quick style.

select

For example the following text shows
heading and describes the kind of codes
which would be typical in headings:

Create a ztyle bazed on the formatting in effect at the
inzertion point.

2|

Style name: |

Diescription: |

Style type

(% Paragraph with autormatic update
" Character with automatic update

| Cancel |

Help

Main Heading in Brief

This heading is the default font style butin “Very Large™ size, centered, with margins
at 2," marked for a Table of Contents, and single line spacing, and Conditional End of Page

set at 5.

With the cursor in the first of these headings, if I invoke “QuickStyle”, and name the
heading as Headingl, we the following codes in the style:

" Contents:

[Font: Times New Foman Regular JFort Size: 13pt]Colar|Undrin Color[Undrin Style Jvemn Large

Just|Codes to the left are ON - Codes to the right are OFF |

’ WordPerfect allows relative font sizing, so that areas of text can be designated in size
relative to the default font. This is often very convenient as changing the default font will result
in proportionately larger or smaller relative sizes of such text. (See “Format, Font, Relative

Size”) Word does not have relative font sizing.
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Thus it repeats the default font, adds some irrelevant codes, and sets the font size,
justification as expected. But there is nothing for line spacing, margins set, Conditional End
of Page, or Table of Contents. So this is a limited tool, but it might be helpful as a start in
creating a style.

5. Numbered Paragraph style

Suppose we want to try something more difficult. Let’s add another level to our
numbered paragraph style, so that there could be subparagraphs numbered “(a).” This is a
higher degree of difficulty.

Since the numbered paragraphs are based on a “Counter” rather than an outline, we
have to first edit the counter used for this numbering to make it multi-level. The “Counter”
controls are about the hardest to find. Go to Insert, Other, and select “Counter . . .”:

2l x|
, Counter Walue Definttion ——————— Edit the 1> 2}
Equation Box 1 B | 3," Counter to
Figure Box 34 ﬁ male it 3 levels
Table Box 1 ( Edit. 1 |
—
 Text Box 4 Delete |
Llzer Box 1
1 Walge —— g
Edit Counter Definition ' d |
LCounter name: I‘l, 2 Then =elect

ok
Single level method: |‘|,2,3,___ %* o | the number‘ing
Humber of levels: |3 3: Hel Eﬂeﬂl;&j. for each
elp | oI 2

SN T i R LN N

Multi-level definition — : 5
Level name; Mumbering methl_ bl | 111 : :
Counter Walue Definition
! : 1 I Level 1 I 123, _
- Indicates spste [E quation Box 1 Credte... |
Z ILE\-'E.'| 2 Ia'h":"" | Figure Box 34 .
| Table Box 1 Edit... |
3 I Level 3 1L jil.... | Tt Box 4 o
e —— 4 1.23.. | Lzer Box 1 |
1~¢GaotooBr I ab.c.. 1.2.3, i
5 I aBLC. . - Lewel1
B M Level 2 5 Value. . |

LILILL... Level 3 i Increase

Decrease

Now we have a counter that has three _Disoly inDocumert |
_ Incresse and Disply |

Increaze and Dizplay

levels (as exhibited in the following text):

Decreaze and Dizplay
1. Whlle the reSUIt IOOkS llke an . Indicates swstem counter

outline, a counter is self contained, and does Do | Hop |
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not need an outline code in the document to make it work.

(a) While it therefore lacks the functionality of an outline, it also does not
conflict with any outline either.

(b) [However, without using styles you can also create a set of numbered
paragraphs using single level lists of numbers found in the Insert,
Outline/Bullets & Numbers dialog.]

2. As the next step, again navigate to the Styles menu as before.

(a) after selecting “Create,” we return to the Styles Editor Dialog:
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2 Styles E ditor 7 Styles Edi
el whez Editor
o Rl bt Rom e { | Ela EdH|[nset Fomat Took ; Fi¢ Edt| nsen Fomer Tooks
|_r-muewnomn _j|_13 ;l B8 7 U- [Tomes Hew ;ﬂ r u-p -I [Tenes tew,  Sumbol.. F u-m 'H'*"“;’p
me... S Diste/Ti Py
Styde name: Outine/Bullets & Numbering.. s M—.,,m;um
1232 { 2.3, - 2 . 1.2.3,.2 Maisble (
Deseiiptiont Enter key inseits Desciiptior  Header/Footer... — ; Header/Footss : )
Descriphi . Py inseits style:
[usrbered Paragiaphs level 2 | <Same Stples Nembesnclh L2228 Syl L4 I_ Eoatnate r
Type: 5‘ 1 ; f - Endricte i S —'f»
|F'-|-ag-aph 3 LJ :H T 5 . 7 e il . A
I Auomaticaly [Paragront Graphics/Pichues » patically Paragrapt = ;
LContents: £ | Comtentz  Line o ’ Graphics/Pictuies » mmmmm}
Chat. .
Teut Box -
W T P ST S S i Comwmen 5 i
Equiation
Sound ..
Spreadsheet/Dalsbase L3
Dther »
P hea p

2 Siyles Editor
Ele Edit Inset | Fomat Tools

ITirrastF!unm Font..
— _ Lm

»
Sl
1.2,3..2 Cohumng...
%5 (B
Justification »
Maegins...
Keep Text Together.
Iypesetting *
Stdes... T
Wierow s il SO o Lol Tob] [ Cours Disp [Court inelo-0 e
ik Ipcrease and Display
£ G oo cod aicih J. v S s T T VR S Deciease and Display
L]

[Ledt Tab[Hd Left Ind]i|Count Disp|[Count Incle-<-@ - Indicates system counter

e S T SR TP S S

@OWe begin by naming the style so that it will sort below the “1,2,3,” style; @ insert a <Tab>, which can be
done by menu only; ®-@ in two steps insert first the counter (“Display in Document” and then an “Increase”
code; ® add parenthesis “()” around the [Count Disp] code, and two spaces at the end; ® in order to create a
hanging indent use the Format menu to insert an Indent (“Hd Left Ind”) code. Now the style “1, 2, 3, -2"
appears in your style list.
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B. Saving and “retrieving” styles

A unique set of styles can just be left in a document or a template of any type.
However, using the “Format It Once” approach, styles you spend the time creating may be
candidates to be saved for reuse. The first step in this is to save the current styles in a
document to a file. That set of styles will then be available to be retrieved into any
document or template for reuse.

2]

Save Styles To.__

Filename: 4

IMemD - 2 Level Mum. zty

Cancel |
Fir#tinDoc Type: Paragraph Stele Type ————— Hel
:3; 12 Locatior:  Curent Document ™ Both 2P
Hood 3 Descriptior: Mo Parageaph Stile - a
Head 4 =l o
: - &,Istem st_l,lles
Ceste.. | o | QuickSle.

To save a set of styles @ select “Options” from the styles dialog box and @ then “Save As...”;® choose
whether to save just the “User Styles” (preferred); @ - ® decide on the name and location to store the
style file - the “.sty” extension is arbitrary; ® save.

There is no name in WordPerfect for such a file type (and nothing comparable exists
in|#] ord). Asaconvention here I designate a file which contains a collection of styles using
the extension ".sty")."” Also, when you save your styles as a file, you are saving the set of

' We set a subdirectory aside just for styles in a directory called “Archived Corel Files”
which we keep separate from the program files and the “Documents and Settings” directory for
ease of locating. This includes a subdirectory for additional macros and templates we have
created over the
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styles, not individual styles."" They becomes attached to a document as soon as you
"retrieve" or “create” a style while in that document, or if that style is embedded in your
current template. However these styles does not affect the appearance of the document
unless or until a named style is specifically invoked.

Note: a “style” file cannot be “opened” in WordPerfect like a document. It only is
there to be “retrieved” using the Styles dialog.

Y ou can change the style definitions in a document as you go along and those changes
will stay in that document so long as you do not retrieve another style file. They will not
affect the .sty file you had retrieved unless they are saved over that file.

Toretrieve astyle file. Select "Options, Retrieve" from the Style dialog <Alt-F8>box
and browse for the style file. I recommend a single directory, "Styles," for style files. (The
location of style files is not able to be set in the file settings dialogs)

C Managing styles

Because you will get additional styles in your documents that you do not need, you
must know how to remove the unwanted and unused user styles (Remember you cannot
delete a “System” style.) You also should know how to control what styles you see, to keep
your interface simple.

1. Deleting styles

Remember that you cannot delete a System style, even one that you have edited. To
delete unwanted or unused styles, highlight a style in the Style list and then select “Options”
and “Delete.” This will not delete any style at that point, but only take you to the “Delete
Styles” dialog. From there you can select the styles to delete (use the combination of <Ctrl>
and a left mouse click to highlight several styles for deletion.

Styles can also get into a document when text is imported that was created in that
style. Imported Word and WordPerfect documents will have unfamiliar and useless styles
that you would do well to remove. So you might find styles present on your Styles list that

"' When saving the styles you get a choice whether to save your created styles (“User”
styles) or the “System” styles as you have edited them, or both. You cannot save an individual
user style except by deleting all the other user styles in the current document, and then saving
only the User styles.
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Usually you will want to

Select shyles Lo delete: malke sure that the codes
Cancel

3 associated with the styles

are deleted also, but not

Help | always — so be aware that

you have that option.

After selecting styles for
deletion, click "OK"

24
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%
3
4
5
5
g
]

1.2.3

1.2.3,-2 .

e | This only deletes the
styles from this document.

Delete style from document It does not affect your

& Including fomatting codes template or saved style file

unless the new set of
styles is saved under the
same name.

" Leave formatting codes in document €

you did not expect.

2. Displaying styles in the style list

Because there can be s lot of styles present or available in the file, and because the
same style might be in the default template as well as the current document, especially if you
see duplicates in your list, you can set the “Settings” in the Styles dialog to display only the
styles in the template or in the current document. That setting only “sticks” for the current
session of WordPerfect. In ord you can similarly adjust the styles that are viewed.

Do not delete “duplicate” styles. It is a new anomaly in WordPerfect that there is a
duplication in the list of styles. However, just ignore it.

D Outlines and Styles

When it comes to preparing or editing heading styles, it is essential to understand the
interaction between formatting styles and outlines in WordPerfect. What essentially happens
is that two styles are merged together — a heading style that controls the appearance of the
text, and an outline style that gives the hierarchical structure and numbering to the headings,
and lends to your headings the power features of an outline.

Let’s first take a look at the Outlines feature.
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1. Outlines.

"Outlines" [Insert, Outline/Bullets & Numbering] represents a tool which serves three
basic functions. First, an Outline is a multi-level structure which may use numbers, letters,
combinations of numbers and letters, or icons, as well as indenting, to show the sequence and
hierarchy of thoughts presented in the text. It can stand alone as the basis for an oral
presentation, or be used as the structure for a more expanded document.

Secondly, the area that is outlined can have certain tools applied to it to easily enter
new headings, to elevate the level of a heading in the outline hierarchy, collapse section of
the outline, reveal only certain levels of the outline, or hide the text, revealing the headings
alone, and various combinations of these states.

Thirdly, the outline can be used as the hierarchical structure for headings formatted
by a style code, combining the functionality and control provided by the outline tools, to
effortlessly switch between one heading level and another, and the powerful ability to edit
and swap in a different style definition file to completely change the look of the document
from one standard to another.

Avariety of Outlines and Bullets
are available to insert in a
document.

Mote that one very useful "Bullet”
list actually acts as a multi level
outline - very useful for outlining
witness exams, oral arguments

and presentations

Maore than one outline can work
inside a docurnent and within
another outling.

You can create your own outline
too, or edit an outline and save it
just like a style.

When combined with heading styles, the outline feature allows easy creation of
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headings at different outline levels, and permits the easy relocation of headings with their
accompanying text to a new location. The text body can be “hidden” so only the outline
shows, again to relocate headings (with their text) and to view the structure of the document.

One of the main advantages of using the outline feature in your word processing
program is that, by incorporating outlining headings to organize your material—whether in
Word or WordPerfect—you already have done what you need to do to create a Table of
Contents. A proper heading style will always result in the heading being included in the
Table of Contents. The table of contents at the beginning of this monograph was created in
this fashion (and in WordPerfect the hyperlinks to each page can be created, and, as here,
preserved when you create a PDF file from it). This required no more work than simply
designating where the Table of Contents was to be inserted.

Thus, there is absolutely no excuse for not creating a Table of Contents in any legal
memorandum or brief, and no reason to do it manually. However, in even the largest firms,
I have seen briefs where the table of contents had to be created manually, after the fact,
because no one understood how to use the heading styles or, in default of that, how to mark
individual, manually created headings for the table of contents.

h over the civil rights charge

andl'theccry of the civil rights charge against the police
officers was the Yocus of mmich argument prior to, during, and at the

the tria The numbers in the margin
 ClutlE | 504, 566] indicate the outline level of the
e heading. "T" is plain text
= En L Particularization
* ||z With FBI Agent White posing aga dnig dealer, the government had
3 created == = The
i This icon on the outline toolbar
heart of toggles on the marginal outline level £ds,
& wonldl al indicators - i
guegfhovwr the grand jury (or government) belisved that thed® Amendment or
lLm,
|| due process” nights would have been implicated by the plan.
| ¥,
e | Lt The mapropriety of the search
T The govemment’s mistaken notion was that the plan to stop the

Jarnaican drug dealer was an “unreasonable search™ because the police
officers, despite having objective probable cause—fashioned by the
government— to stop and search the agent, intended to pocket the money.

WordPerfect’s Outline Tools lets you add, promote/demote
headings and reveal heading levels
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& Statement of Facts!
2 ﬁule 404(b) decision ———

SIS Calhoun’s “nonexistent deal”

When the up/down arrow

appears in the margin, one
click will selectthat heading

and all its text for moving,

C. The recorded meetings and p| cUting: copying or deletion

FEle | ﬂE
]

g 1. First meeting, October 6, 1999
a . Clicking on the "Hide body
G \ Theinducem text” icon toggles between
T ¥ hiding and revealing the text
— R 2. October 6, 1999: Second n under that outline
"

Calhoun’s imnpossible mission

Deprivation of confrontation

The same area of text as in the previous view, but with the outline collapsed.
Hiding the text reveals the outline headings. Selecting a heading grabs all the

text under that heading tool, and it can be dragged to a different location in the
brief.

2. Heading Styles + QOutlines

How do we create a set of headings so they have the power of an outline? First the

headings styles have to be created with a view toward what appearance we would like, and
whether it will be numbered or not.

To do this it is best to begin defining your headings from within the Outline/Bullets
& Numbering dialog. (Insert, Outline/Bullets & Numbering). Examine the types of outlines
available and choose which most closely fits your idea of the right outline structure for your
headings. Since I caution against a numbered heading for the top level heading, if that
heading will be used for “Statement of Facts” or “Point 1,” ignore the top level numbering
and look at the numbering below that. For now choose the outline called “Outline” by
clicking in the pane. Since these outline styles are not editable, click on the pane for this and
copy it to a new outline, by selecting “Options,” “Copy.”
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Dutline Definition Duplicate
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ok | Cancel | Creste. |

Edit... Optiorss

0K | Cancel | Hep |

Select the outline to use
as an example, and
malke a copy of it
(Options, Copy) to the
"Current Document.”
When you click "OK"
yvou will be prompted to
give it a name. The
name you give it will not
be a "file name" at this
point.

Stename:  [NACDLOutinel

Now highlight the copy you have just made and click on “Edit”:

Create Format

List e Desciption:

[MACDLOutine Ji

List Type:
" Single level it
@ Mulilevel it [outine)
Based on:
[L& 1. a0 taia)ll)

Text before:

1. & [1)[a) i) &)1

i |

This is the screen
where outline levels
get linked up to
heading styles

You can adjust the
numbering system
using the pulldown

menus.

Highlighting an
outline level, will
make that level
active in the editing
area.



The pulldown menus let you select a numbering scheme for each heading level. Since
we are planning on an unnumbered top level, and unnumbered 4™ and 5" levels, we simply
delete the numbers for those levels. To do this, highlight the level, and delete the numbers
that appear in the “Number/Bullet” box. The result will look like this:

2

Lizt name:
List Type:
(" Single lewvel st
(% bt lewed list [outling)
Based on
J1.A1, 8, (10 a). . 8).1)
Teut before: Number/Bullel:  Siyle: Previews
| | — | -
= —
A Lavel 2 L
1. Levelz | ==
Leveld | =
Level 5 @ (a) -
fal Level 6 i) =
i Level 7 ) @) -eeee-
a) Level 8 1) ——
1 Leveld
Creste Stye. .| o |
L'
0K | Cancel Help

After simply deleting the
numbers and letters,
Levels 1, 4 and 5 now
show no number
associated with the
heading,

Note the "Preview" pane.
Check out the pulldovwn
menus to see the choices
available.

If vou wanted a number
to have parenthesis "( ),"
or not, those could be
added in the
Numbers,/Bullets box,

The next step is to create the heading style. Select “Create Style” and the Styles Editor will
open, with the critical ParaNum code appropriate for that outline level. Because of this code,
the heading will display the third level outline number for any outline that is active in a
document where that heading style is in place.

The heading styles you create, one for each outline level will replace the Level 1 -
Level 5 Styles, the uneditable system styles, listed in this dialog.
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description, and select
<None> for what happens
when <Enter> is hit.

Although this heading will not
have a number to display, it is
best to leave the ParaNum
code in.

Now start putting in the codes
needed to format the heading
the way you want it to look. It
does not have to be perfect,
vou can always edit it more
afterward.

After completing the editing of Head 1, you will see that that style is now associated

with the top heading level:

Create Format

o Doscrigh
I?I.-‘-l'.:_'ll'h.! - I B 1, a 1)[a)i a1]
List Type: Display:
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Continue from this point to create each heading style for each outline level.

To convey an idea of the codes that could be used in headings, the following text
illustrates three levels of headings with the description of the codes underneath — along with
how those codes would look in the “Styles Editor” screen once in place. Again, these
headings, and the 4™ and 5™ level headings, are described above at page 20.

Remember that codes will appear differently (i.e. more detailed) in “Reveal Codes”
when the cursor is on them or to the left of them.

Main Heading in Brief

This heading is the default font style but in “Very Large”'? size, centered, with

margins at 2," marked for a Table of Contents, and single line spacing, and Conditional End
of Page set at 5. “Advance” codes will set this heading off from the text above and below it.

The codes for the style for this heading, after being entered in the Styles Editor dialog,
will look like this:

Conternits:

Lft Mar; 2"|Fsg| bl e |"-.-"A.dv]Eondl EEIF"|Ln Epa-:ing|F'm Spacing[Jusllery Large 13-:1-:1 1h'l

k T T.0.C. APata Mum |Codes ta the left are ON - Cades to the right are OFF
me T.0.C [Vadv]

B L N ___.,...‘_‘_,\.,___,‘,..L‘-.L _________ _H._.\__.\_L-_.

A.  Section Heading in Brief

This heading is the default font style but in “Large” size, with the right margins set
at 1.5," marked for a Table of Contents, and single line spacing, and Conditional End of Page
set at 4. It has an “Indent” code after the section number to cause a hanging indent on the
second line if the heading were that long.

"2 WordPerfect allows relative font sizing, so that areas of text can be designated in size
relative to the default font. This is often very convenient as changing the default font will result
in proportionately larger or smaller relative sizes of such text. (See “Format, Font, Relative
Size”)
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1. Subsection Heading in Brief

This heading, which we can name “Head 3” is also in “Large,” italicized, with the
right margin also set at 1.5," marked for a Table of Contents, and single line spacing, and
Conditional End of Page set at4. It has an “Indent” code before the section number to cause
a hanging indent on the second line if the heading were that long. Once entered in the Styles
Editor, the codes would look like this:

Enntentﬁ
Rt M&@[Cand EOP: 5[Left Tab[vadv]Ln Spacing]Large Mk Tut T.0.C. {itale [Para Nu

mIHd Left IndIEndes to the left are OM - Codes to the right are EIFF|
ltalc K Mrk Tat 7.0.C. [\ady|

et S =i =

—_— - x-—x—‘\.-u.--‘-‘\.__ T e T N
T - - , e

After creating three (or all five) headings (Head 1 through Head 5) in this fashion,
each new heading should now appear in your list of styles available in your document. To
make them work as you expect, insert your new Outline at the top of the document. The
headings should look more or less like those in this manuscript. If not, or if that is not the
way you want them to look, just use the Styles Editor to adjust them.

3. How many styles to create?

I have repeatedly said that, when it comes to styles, you need to keep it simple. The
fewer the better. Word users — if they pay attention t styles at all — generally have to get
used to a list of dozens of unintentionally created “styles” which are hard to distinguish by
their names or function, making it difficult to consistently select a style to achieve a desired
look. (I offer solutions to this inherent problem in Word later)
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WordPerfect at least does not create styles for you. It is so simple to change the
appearance of text, even all the text, without them, that it is easy to keep the list of user-
created styles simple. You are not constantly torn between changing the default style or
creating a new one.

But if you do have certain “looks” you want to preserve for future use, it is best to
think about creating new sets of definitions, in a style file, for the same simple set of named
styles, than to create a different set of heading and text styles for each look. Read again
the”Styles Strategy” box above at p. 19 But this is explained more in the next sections.

When I create a new style, it is usually for a special type of document, other than a
legal pleading, wherein I want to make it easy to vary the looks for certain repeating headings
or types of text, or where I am taking special advantage of the ability of styles to include text
— as style for jury instructions, or for a “Q. & A.” format."

4. Saving the Formatting and Outline Styles

At this point, at least in the currently opened document, you will now have several
styles that you have created, or perhaps a set of styles imported from the handout disc, as well
as a new outline definition that works together with your styles.

We now want to save this work so that it will be available for future use. There are
several options here. First is to simply save the formatting styles to a file, and that file can
be retrieved when desired, into any later file using the Styles dialog, in the case of a text
style. Similarly, an Outline style can be saved to disc, and also retrieved later on, by using
the Outline/Bullets & Numbering dialog. In either dialog select “Options” and “Save as.”

As noted previously, I save the text formatting styles to a file with the extension of
“.sty” and an outline style to a files with an ““.otl” extension.

" As an example of the ad hoc creation of a style, in one case there were about 20
different firms appearing for the various accused. To create a service list and a “signature block”
with all counsel on it, we wanted a mixture of font sizes, with the attorneys’ names larger than
their addresses. The information was put in a table format, of course, with four across. By
having a style for “Attorney name” and “Firm Name”*“Attorney address” and Client name” we
could easily define and redefine each style to change the font and font size and attribute and line
spacing, etc, for each type of text independently to achieve the desired look, and size the text to
fit the four-across columns.

Another example is in the “Case Name” style in the “Case Collection” template. Marking
a case name in a case collection with this style not only adds the case name to the list of cases —
using the ToC, but it adds it to the “Quotes” a “List.”
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Additionally, a formatting style and an outline style can be saved to a template of any
type, including, of course, your default template, so they are always there to use, and fully
functional as soon as you open a blank document.

Thus, you will have two relevant style files defined, and saved to disk and to your
default template, one defining the text attributes of the various styles, and one defining the
outline structure associated with each heading style. That outline style will control whether
and when a number or letter will appear in a heading and what that number or letter will be.
The other style file will define how the text should look.

That collection of the text styles can be redefined and saved under a different name,
to fit a different purpose, and yet, as long as the number display codes have not been
changed, they will work with any outline. And, if you draft a document with one style file
retrieved, you can completely change the look of the document simply by retrieving another
style file with different definitions for identically-named files.

To test this out, prepare a document with the heading styles as defined in memo.sty.
The retrieve the styles in brief.sty and see the difference in the appearance of the text. When
I want to change a 1" margin, 1.5 spaced, 12 pt. type size memorandum to a 2%" margin,
single space, 14pt. type size brief at the 2nd Circuit, I simply retrieve a different style file,
Brief.sty, which gives a different definition to the styles of the same name, giving the
document a new look. I edit nothing. There are no line spacing codes to change, no font
sizes to change, because there are no such codes in use in my document apart from the styles.

What might have been hours of reformatting using manual techniques is accomplished
in a matter of seconds.

You can save your style files to your default template so that they will always be there
when you start a new document. You can create a style just for one template and it becomes
a template style.

Networks

On our network there is a default template on the server to which all the workstations
point. (We also keep all the macro files on the server and style files.) This allows easy
distribution of a standard set styles, including the default style on the template, as well as our
own customized toolbar and power bar so that every workstations starts out with the same
appearance.

All you need to do is create your own default “.wpt” with the outline and text styles
and toolbars you like and put it on your server and then have each workstation point to that
location on the network for its default template (using the Tools, Settings, Files menu).
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Alternatively, actually the alternative most often suggested by Corel is to have the
default template directory on the individual computer, especially portable computers, and
have their default template be updated whenever there is a change to an "Additional Objects
Template" that is resident on the server. The location of these files, in a network
environment, with a mind to keep project templates organized as well, takes some planning.
(Recall the discussion above at p. 7, about the relationship between your file settings for the
template and additional template directories, and what will be displayed in the “Perfect
Expert” template dialog.)

Larger firms will want to check out the Corel network administration tools for more
options to maintaining resources on the network and distributing them to workstation users

5. Outline functionality in headings

Using styles together with outlines is also convenient because you can select the "Hide
Body Text" button on the Outline toolbar to collapse your document down to the outline it
is built on and see only the headings, not the text. (You need to have the Outline toolbar
displayed for this) You can move the headings around to reorganize the document, and the
text (which you cannot see) will move with its parent heading.

Additionally, the left and right arrows in the Outline toolbar with actually start and
promote and demote headings, just like they would operate in a pure outline.

6. The “other” styles: headers, footnotes, etc

Now that you understand how to edit styles, you also have the ability to edit the styles
that control the appearance of Headers, Footers, Footnotes, and so on. This gives you
complete control over the look of the document. And if you save these styles as defined to
your default template, you only have to set them up once.

E Reference Tools in WordPerfect - Tables, Lists, Cross

References, Indices

There are an array of navigational tools in WordPerfect which range from the
“Mission-Critical” to just really useful. Tables of Authorities and Tables of Contents are
critical, and are easy to use. However, in many offices they go unused just because no one
has taken the time to experiment with them. The great advantage of using these tools over
manual methods is that one can freely make last minute changes to the text, affecting the
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content and pagination in these tables without worrying about whether they will be accurate
if regenerated at the last minute.

There is no worse “tail wagging the dog” example than the lawyer hesitating to
improve a memorandum or brief at the last minute by moving, or removing a paragraph

because the lawyer or someone else would not have the time to make changes to a manual
ToC or ToA.

However there is another, equally important feature in these and the rest of the
“generated” elements in WordPerfect. Once they are in place they can speed up your ability
to navigate in the document, by using the “hyperlinks” that can be generated, and by virtue
of the fact that these elements can appear in the “Document Map.” While one can find
hyperlinks in a Word table of contents, one cannot do so in its Table of Authorities, or index,
if one were to bother to try to create them, which is not very likely."

In WordPerfect, all these features are accessed through the “Reference Tools” dialog.

1. Table of Authorities

This feature is simple to use, but very few seem to have taken the time to learn how
to use it. There is a audio-visual tutorial on the disc containing these materials that guides
the user through the steps of creating a Table of Authorities.

A table of authorities is best done at the conclusion of the writing process. Caution:
of you have documents containing ToA markings from earlier versions of WordPerfect, the
best advice is to delete those codes and start afresh, due to potential corruption issues.

Remember that there can be several tables of authorities, and they need not be cases
or statutes, etc, or even located contiguously. For example one table could for the Exhibits
listed in a pleading, generated just before the appendix to a brief or memorandum.

Available third party tools for creating a table of authorities are discussed below at 54.

'* 1t is unlikely because this is an area where WordPerfect leaves Word in the dust, in my
view. While a Table of Contents can be generated automatically from properly set up document
headings in Word, the Table of Authorities and Index functions are so cumbersome that firms
who do automate the Table of Authorities usually use a third party program. Even the Help
screens in Word refer users to third party products to use. There is no "List" or functionality in
Word.
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2. Table of Contents

We have already seen that the Styles feature should be used to gather the entries to the
Table of Contents. However it is extremely simple to mark text for a table of contents
manually, and to generate the table.

When marking text for the table, first select the text to be included, usually a heading
or label of some sort. The open the Reference Tools dialog (Tools, Reference) and simply
select the level for this entry in the Table:

[Relerencect s x|
List | Index | Cross Reference Table of Contents | Table of Authoities |

Choose from mark levels 1 thiough 5.
Each maik level conespond

= "Mark" the selected text with one of
the five buttons, representing five
possible levels.

Contents.

l "Define” pulls up a different screen
where you decide what to display in
the Table and where it goes

Mak3 | Maka | Maks |

Define... "Generate" generates all "Reference

s Tools" with updated es,
[ Auto generate Generate... | Close | Help I P pag

“Define” has the same meaning for all reference tools. It controls how and where the table
will appear in the document.

3. Index

Just within your word processing program with an electronic transcript at hand you

can create your own index to the record using the “Index” functions right in WordPerfect.
While some stenographers provide their own “index” to the record, it is just a word index,
where virtually every word is indexed. For analysis purposes it is more useful to index the
record manually according to the relevant topics. Current indexing features in word
processing programs are cumbersome, but effective in analyzing a small number of issues.

In analyzing a decision, or an opponent’s argument, it is often useful to create an
index of the concepts contained therein. WordPerfect allows for a two-level index, and any
words or phrases designated as index headings or subheadings can be reused from a
pulldown list:
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Reference Tools x| .
List  Index | Cross Reference | Table of Contents | T.able of Authories | Heading and
Subheading
Hadig enitries made in
Subheadng 5 Mark I the Index appear
WwordPerfect Fealures in pulldown lists
to make repeat
entries easy and
accurate
Defire.
I~ Auto generate Geperte.. |  Cose | Hep |

You can create a “concordance file”— a simple text file listing specific words or
names designated as the “concordance” file. All those words will be automatically indexed.
You can also use WordPerfect to create a concordance file of all the major words in the
document, much like the word index that comes attached to many transcripts.

4. List

“List” is a very useful feature, only found in WordPerfect. Several lists can be created
in the same document. A list is created by blocking the relevant text, and then, in the
reference tools dialog, selecting or creating the list name, and selecting “Mark.” Designate
where the list shall be displayed in the document by putting the cursor at that point and, again
in the reference tools dialog, “Define” the list.

Reference Tools x|

It is extremely simple to
create lists in a document
and "Mark" selected text in
the document to appear in
individual lists.

Although there can be a
number of lists, individual

Define.. text can only go in one list

™ Auto generate Geperate. |  Close | Hep |

A text list when “generated” shows each block of text which the reader has marked
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in the document, ordered in the same order as they appear in the document. The generated
list, for example of the Prosecutor's outrageous comments, or the rulings denying defense
objections to evidence, can contain a“hyperlink” to the page in the transcript where the
comment actually appears.

This technique is especially useful if attempting to catalog a particular type of
repeating errors in a trial, like a list generated of leading questions not objected to.

One critical uses of the “List” feature in our office is as a means to extract the critical
quotes from reported decisions collected together in a “Case Collection”. An example of a
“Case Collection” is on the handout disc. It is, essentially, a way to organize research into
topical collections, with a list of the cases, and a list of “Quotes” from those cases so that
months or years later a person looking at the Case Collection can quickly determine what the
research and cases were about, rather than poring through stacks of highlighted paper
printouts.

Another use: when preparing a brief or memorandum I often come across a phrase or
a citation or page reference that needs to be checked, or reference to an exhibit that needs to
be attached. Rather than interrupt my workflow, I simply “mark” the text to a list called
“Check” or “Need.” We generate such lists at the end of the document, where they are
hyperlinked back to the text so that whoever has the task of resolving these issues can easily
locate the text where the issue exists, correct it, and remove the item from the list of things
to do.

5. Cross-References

In motions and briefs there is frequently the need to refer ahead and backward to
material elsewhere in the document. It is very easy to create a “cross-reference” where there
is a reference in the text to a farget elsewhere. Targets are given short descriptive names for
identification. References can designate whether the reference is shown in terms of a page,
paragraph number, “counter” (as in the paragraph numbers used in the styles we created
before) and footnotes, and more. These cross-references can be extremely useful to the
reader, and they have the advantage, like all the Reference Tools, that the page numbers are
updated each time we “Generate” so that the writer need not worry if they are making a
reference to paragraph 66, which might later be paragraph 42 — the number will always be
right."”

"> In order for the paragraph numbers to be correct, the “Target” code has to be inserted
to the left of the paragraph style code containing the number to be referenced.
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F Navigational Tools

One advantage that paper documents seem to have is the ease with which we can
“browse” them, mark a spot by dog-earing a page, or putting in markers, for example. There
are several tools in WordPerfect that correlate to these navigational aids.

1. Bookmarks

One of the most useful items is the bookmark. The bookmark tool allows you to
define any number of bookmarks to help you rapidly move to sections of a document or
points of interest you have labeled.

If there is a word (or case name, for example) that your want to be a bookmark, select
that word or phrase and open the Bookmark dialog and select “Create”: the word you have
selected are prompted as the name of the Bookmark.

A most convenient feature is the “QuickMark” which saves your place in the current
document and allows you to easily return to it.

2] =]
Bookmarks: Type GoTo Bookmarks are sorted in
|J"'-l"_-ilf-‘f"“"'a""'S alphabetical order. Here the

UuickM ark. user is about to jump to the

Tahle of Contents.

Note you can go to the
QuickMark by selecting it
and hitting "Go To" or
clicking on the "Find
Quickmark" button

-

L

Set QuickMark, | Find QusckMark |

[T Set QuickMark on file save
[T Goto QuickMark on file gpen

Figure 56 - Note the check off to set a QuickMark to place one where the cursor is when
saving a file, and to open the file to that point.
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2. Document Map

Stolen from Word, WordPerfect has made good use of the “Document Map” (View,
Document Map). Asin Word, the Document Map in WordPerfect rewards the user who uses
heading styles to organize their documents, because the Map shows text that is marked for
Tables and Lists, the Index, and, of course, Table of Contents. Any one of these references
can be isolated for display in the map, or all of them can be revealed. This provides a quick
peek at the organization of your document and a fast way to get wherever you want to go.

A simple click on a heading in the Document Map takes you to it.

Reference Markers:

x|

=]

gl

]Table of Contents

Introduction
- WWard Proceszing for the Criminal Defense Lawer
= & Fundamental Concepts
1. Format it lzmart]
2. Format it oncell!
=1 3. The ITemplatel
- Changing default settings for Ward doc
= B. Cugtomizing your workzpace
by YWardPerfect Toolbar
C. Shiles
= Whord Processing with WordPerfgeot
= A&, wordPerfect Styles %
1. The IDocument Style]
2. Editing a style
3. Creating a style
4. Styles Shortcut: 10uickStole]
8. Mumbered Paragraph style

B. Saving ar‘u:IP""‘“t*l“""@t\yle_sé~ ey

R W e e e,
v

# C:\__iComputers for LawpersiDocument Proc

Word Processing with WordPerfect

:[help make the law office more efficient and effective in the preparation of the
work product whichis so critical to the success of our efforts.

There 15 nao substitute for cunosity and patience m learming these tools. Haowever
difficult they may seem at the outset, mastering them, or making sure somecne in your
affice masters them canmake all the difference. Although summarly introduced above,
the first section will focus on “Styles,” the most powerful dav-to-day feature of this
product.

A g WordPerfect Styles

& “style™1s a set of codes applied to text or sections of a document. There are
“gystenn stylez™ and there are “wrer styles.” “Jystem stvles™ are built-in styles that
operate 1n the basic document, even if’ you do not know it. These built-in styles contral
the basic appearance of a document, inchiding headers, footers, lists, tahles, footnotes,
ete. Mast ofthese can be edited, butthey cannot be deleted.

The Document Map allows one to quickly navigate to headings

G Document Assembly tools

Many documents used daily in law offices can be contained in, or at least started with
a template, a merge, or a macro. Of course there are excellent third-party products, like
HotDocs to aid in document assembly.

There are a predictable array of document types in use in a law office. Once they
become familiar with the power of “Styles” people often try to create individual styles for
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each of these document types, like a top level heading for letters, and another top level
heading for memos, and another for faxes or forms. However this proliferation of styles gets
too cumbersome too quickly, and the naming of each style gets so idiosyncratic that it is hard
for anyone but the original author to understand the purpose of each style.

What many offices do to address the different document types is use a cut-and-paste,
or search-and-replace approach to document assembly. Start with a prior brief, or motion or
letter, and just edit it, or use “search & replace” tools to adapt it to the new matter. While
there is some comfort in this approach, compared to starting with a blank page, these tasks
can be much better accomplished by at lest starting with templates, merges or variables. And
other tools will help complete the job more efficiently.

1. Templates

Any file that you create in WordPerfect can be considered to be a “project.”
WordPerfect (actually Corel for all its Office applications) an option that allows you to
organize projects into categories for easy access in the future as, basically, forms. For
example, if you have areport, spreadsheet, and presentation you use for regular meeting, you
may wish to store all of the files associated with the meeting in one category. It then provides
the tools to create templates based on these forms which, when opened, prompt the user to
enter the information needed

to complete the form.

Assignment of Bail
(Zash deposited with court)

For example we have a
template for retainer
agreements, bail assignments,
and captions for different state
and federal courts. These
speed up the process of
creating documents an ensure
a uniform appearance.

Forwalue received, [suredp], residing at [surefy address], does hereby
assign to the law firm of HARRINGTON & MaHONEY all right, title and
interest in the bail which [surefp hefshe] posted onbehalf of [¢f name] in
the atnount of [Pail emound] Dollars ($/bad 37 ) in the [courf name] in the
case of [reference] on [bail release dafe], as evidenced by Recelpt Mumber
[badl receipi ne] and authorize and give the power to the above attormeys to
endorse my name on any check retuming the abowe bail in the event that the
court or the County ageney nevertheless issues a check in my name, and
hiold the bail as security for the payment of the fees forle gal services and
expenses in connection with the legal services rendered m this case.

Creating a template is [datz)
very simple. For example, [surety]

take a simple “Assignment of
Bail” form, which we have
prepared to show in brackets
“I ]” the fields of
information needed, like the
figure at right:

On [dafe] before me personally came [surefy], of [surely address], known
by me to be the individual deseribed in and who executed the foregoing
assighinent of bail, and [surefp hefshe] acknowledged to me that [suredp
hesfshe] executed same.

Hotary Public

50




To create a template from this text, open the PerfectExpert [File, New from Project. ..] to
get to the Perfect Expert dialog. By default the "Create New" tab is selected (otherwise
select it. Then select "Create WP Template".

[ﬂ PerfectE xpert

Create New | wioek On |

[MIM Templates =l Create |
L N Cony to Favadte: |

Fy <WP Quickwords File>
4 Case Collection
Fy Mahoney W13 Defaul Templ. (1

Remove Project...

Creste Category..
Case Collection Rename Category..
Remove Category...

WI
Edit WP Template

Show This Dislog at Startup
Personal Infosmation...
Refresh Progects...

What you will see next will look at first like the creation of a new blank document. But there
are important differences:

51



able Toolz Window Help

s [ GBB| OO A
Euild Fromptz... Copyes/Bemove Object... Associate.. Descrphion... |w

ITimesNewHDman j|13 j 8 /7 U- E'E + | abe abe

WP recognizes the document as a
temlpate, and disgays the tempate

tool bar that allow you to create the
"prompts” for your tempate

7B e e ¥ 4

Next, import the prepared text (or type the text desired for your template). You can do this
by cutting and pasting the text in from another file or by Inserting the assignment of bail file
directly into this new template. Once you do that, select "Build Prompts . . ." from the
Template toolbar, and then "Add . . ." to get to the "Add Template Prompt" dialog.
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Assigniment of Bail

Xl osited with court)
Template prompts: oK.

¢ at[surery S S ]

t titleandip!  Prompe

dgive the pe  LiktoAddess Book feld
ve bail in th I<Nene> R

ame, andho G gpo o avalable fiekds
in connect

Add the prompts your template wil
display. Paste the prompts wherne
you want the responses bo
appeal

A

[date]
s . -’"-.- rh‘-\._ R T .“."- N _’ ﬂw*{ul_..\ .J-"--"""‘K'-L_h}""- iy J'H-.\_,f"""'n\ wnd

'''''''

All one does at this point is type in the name of the field. The first filed is for the "surety,"
so type SURETY in the "Prompt" box and then click "OK." You can move the box around
to examine the text of the document in order to see te fields that have to be filled in. You can
close the boxes and start up the "build prompts" process at any time. Of course, "surety" has
to be added as a "prompt" only once, no matter how many times it appears in the template.

As you build these prompts you can "paste" them in the template wherever that field
value appears. WordPerfect will only identify the prompt by bracketing it with “Bookmark”
codes visible in the Reveal Codes panel. For that reason, we always type the prompt in ALL
CAPS in order to be clear about what fields have been replace with prompts and which have
not.

The next figure shows the process of “pasting” a prompt into the text of our form.
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Assignmen

{Cash depositec

Cancel

X
DK]
R

.—'v"-\'\'-N_"JH-_.-"-.-F'_V\"_F\."

svaluerecerved, QG residing at[s
SRRINGTON & MAHONEY all right, title
“hahalf of Jel nogmelin, thassmount o edeein fe Dbbmeamve L0 aac S e

Once you have created a prompt @ — and here we use ALLCAPS— you can go back
into the text of the document and either delete or block the text that will be replaced by
the prompt ® and then click on “Paste” ®to put the prompt in that location of the
template.

After “pasting” the prompt, “[SURETY]” will appear where the blocked text is. We could
right now go through the document and paste in the [SURETY] prompt wherever it is
needed. [f we had more prompts added we could past them into the template also. If we select
“OK” from this screen at this point, WP will insert the additional codes needed in the
template to make it work — appearing as bookmarks around each prompt.

et e T e e Tt e T et P e e T T A s A e e = R e et

—*ﬁql unent of Bﬂ]] '
o % Using ALLCAPS for

(Cash edwith court) : prompts helps identify
which fields have had
, prompts pasted in.

Forvaluereceived [SUEETTY ], residing at [sureiy addrass], do%

'.qiw firm of HARRINGTON & MAHOMEY all right, title and interest in 1;] Once we say "OK" in the

Prompt Builder, WP
ik, [ll|Char Style: Headings[Large][Hd Center an karg] ABold Jéssignments ofg:B ailk:( Bol 4
f:' | EED C“‘—i inserts the boockmarks

r identifying the prompt.
Eunkmark 1[SURE TY]eresidingo aks [m ZUNEty addressM];@ doezC h,jl'

REF NP ul_Sen A U rilabic it marakdnkarmab oot baikouabicka lele s

-'_"-"‘"{'-'"'-"'—"-.a\_p'\-f..-‘-rfm‘ﬂ-'-l
—

LN

It is generally easier to add all the prompts at once, and only then engage in the process of
“pasting” them into the template. For our “Assignment of Bail” form, once we have added
all the prompts, the “Prompt Builder” dialog would look like the following figure:
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Prompt Builder ]

Template prompts: ok,

The Prompt Builder dialog with the prompts gHEEE ﬁE?SHHEESS
added. Note that the order of the prompts can CL MAME
be reordered so that in using the template a REFEREMNCE Sdi
more logical order can be followed in filling in BalbagUBT =l Paste |
the prompts each time a template is used =
Move up tove down | Edit . |
Add the promptz your template will Cielet
dizplay. Pazte the promptz where il
wou want the responzes o
appear. Perzonal... |

Once the prompts have been pasted into the template it is time to save the template.
At this point you can enter a description for the template and then, when you save it, give it
a file name and assign it to one of the categories that exists in your two defined template
directories (in the Tools, Settings, Files dialog).

Euild Frompts... Copw/Remove Object... Associate... |Qesu:riptiu:un... | é

After @ entering a description of the template @save it with the
file name, and in the category you choose.

Now your template is ready to be used. To do this, again go to the Perfect Expert
dialog (File, New from Project) and select the category to which you assigned the template,

highlight the template name, and .. -——s — == —mm o e e
Assiginent of Bail

then select “Create.” You will | §
. . . L (Cash deposited with court) ;
receive a dialog like the; o — aid|
following to quickly enter the ; 4o per . ok ||
. . i T] d . i
information needed to complete ; e Al e EEnl
our template: { the [CO SURETY HE/SHE : [ Nex Field
Y P i DATEL CL NAME -
i | Hep || S
% authoriz
5 iy ched REFERENCE : | I
1 agencyr BAIL AMOUNT : | s
JP fo.r the p BAIL $: | i
; withthe COURT NAME : |
3 BAIL RELEASE DATE : [ ;
f [DATE] BAIL RECEIPT MO, | ]
DATE : | E

e e iR [Py p—————————
o R

b
b

L e "l
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You can use templates to quickly create all sorts of documents which have consistent
form and content, but variable information depending on the particular case and client. We
use templates to create pleading captions, letters, retainer agreements, covers for briefs and
memoranda, affidavits of service, certain statutory notices, and even as a vehicle to start the
drafting of certain motions.

Though it takes a little time and care to create a template, the savings of time in the
future, and the increased confidence in the accuracy of the output (in comparison to purely
manual methods), well justify the time taken.

There are sample templates included on the handout disc. Although you can open any
WP template and it will work, it will not appear in your Perfect Expert dialog unless @ it is
put into one of your template directories, and @ you choose to “Refresh Projects” in the
Perfect Expert dialog (under “Options”).

2. Merges

Templates are best where there is a relatively small amount of variable data. Itis best
where there are only a few “fields” of data, and where the data is not complicated. One
reason for this is that, being so easy to do once, it is not a great deal of trouble to redo the
document if data changes.

Where the data becomes more voluminous — lots of “fields” of data and data of more
length—and where the task of redoing the document is considerable, a “merge” setup is
ideal. When a merge data file is created for a client and a matter, that data is usually stored
with that client’s file and can be reused to fill out other forms as well. Merges can be used
to fill out preprinted forms, or electronic forms, and convert database information into tables.

A merge process includes a form file and a data file with the information that gets
“merged” into the form. Sometimes it is referred to as “mail merge” because this is what is
typically used to insert many addresses into form letters and their envelopes.

We do not use merges a lot, but the uses we have are critical. One example is a
“Sentencing Letter” we prepare in anticipation of sentencing which is used to inform the
client about the process and also provide them with a sheet of information they can give to
family or friends to provide guidance in writing letters to the court. Since the same
information is used in different places, and because there needs to be narrative (like, what
kind of sentence is available, and what kind of sentence should we advocate for), a template
is not suited to the task. That merge file is included on the handout disc.
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3. Macros

People get scared when I mention macros. It is thought of as something between
Fortran and Visual Basic. Actually, very simple macros — which involve very little
“scripting” — can be very easy to do and very effective at making efficient work of tedious
tasks.

For example, I have a macro that, when invoked, puts our electronic “Letterhead”
above the text, and another that puts in the signature blocks on letters, or briefs. Another has
the text [ usually use at the beginning of an affidavit and at the end. Other simple macros just
spew out prepared text. Macros, at the most basic point are just stored keystrokes.

There are other macros we use a lot that we have gotten off of helpful Web sites. One
amazing macro is embedded as a template macro in the “Case Collection" file on the handout
disc. It comes from www.wptoolbox.com This is Barry MacDonnell’s web site. The macro,
“DynaHead.wem” produce "dynamic headers" or "floating headers" -- i.e., headers that
change page-to-page with the section, topic, or heading on the same page.

Another is delcodes.wem which provides a list of codes for you to check for to be
deleted — nice when trying to “clean up” textual material from different sources. One of my
favorites is called change6.wcm which was written by famed WordPerfect guru Gordon
McComb, which converts text from one attribute (e.g. underlined) to another (e.g. italics)

Browsing through Corel related web sites can provide marvelous gems in terms of
macros as utilities. Once you get familiar with macros you will find many uses for them.
Macros can also be stored to a keyboard combination or saved as buttons on a toolbar, or
embedded in a template.

4. Master documents

It is often desirable to split up the work on a brief among several persons. Perhaps
one can be working on the statement of facts while another marks cases for the Table of
Authorities in the argument section. Or different lawyers or clerks might be working
separately on different points in the brief. But when there is only one document this is not
possible.

Using the “Master Document” feature, a brief can be broken up into “subdocuments”
which can then be assembled into a “Master Document.” Each time the Master Document
is assembled it imports the changes in the subdocuments, and any changes in the Master
Document can be placed in the subdocuments when the master is saved.
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The “Master Document” feature exists in both Word and WordPerfect, but is a little
more straightforward and flexible in WordPerfect, where any document can be inserted as
a subdocument, from any directory. Word requires that subdocuments be associated with a
heading in an outline. Its only advantage is that, it can automatically create a master from
a document set up with headings in an outline, converting the text under each heading at a
set level to a subdocument.

5. Grammatik, Spell-checker

These tools are very valuable, although one has to remember the limitations,
especially in spell checking. Make sure that you constantly edit your spell checking
dictionary to remove misspellings which have been added by mistake or for a specific
project.

Remember that spell checkers only stop on a word which it cannot find, it cannot tell
you whether have used the wrong word to begin with.

6. Third-party Table of Authorities programs

We have had a lot of luck with CiteLink as a program, created by West Publishing,
to gather citations for a simple table of authorities. CiteLink was distributed as part of the
Corel Legal Suite, which no longer is being compiled starting with Corel Suite 2002.
However West still makes it available as a free download.'®

West also makes BriefTools for Word users to find, check and link any citation
contained in your firm’s internal documents. This is a paid-for feature.

LexisNexis / Shepard’s “Brief Suite” provides an array of tools for LexisNexis users
to verify citations and quotes from cases and the status of cited cases and the generation of
a Table of Authorities.'” The latter task is performed by “FullAuthority.”

7. Use of Table feature in formatting captions, closings, counsel
lists

One can altogether avoid the use of Tabs or spacing, or underlined spacing, to format
captions and closings in briefs by using tables instead. Tables are very quick to set up, and

'S http://west.thomson.com/software/default.asp

7" http://www.lexisnexis.com/shepards-citations/briefsuite/
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are not affected by changes in margins, line spacing, font, etc. Plus, once text has been
inserted into a table, it is easy to resize the table columns to make the text appear properly
apportioned.
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bnited States District Court
southern District of New Y ork

United States of America,
FPlaintiff

YE

John J. Rigas, Timothy J
Eigas, Michael J. Ei
MMichael C. Wulcal€y,

Ilichael Mulcahey s Renewed
Motion for Dismissal, or
Particularization

Indictment Mo 02-Crim-1236 (LBS)

Defandanis.

The defendant Iiichael C. Iulcaky
Idahonew, and ugon the Mdemorandum of
Sixth Bmendmehts to the United States O3

this Court for Diismissal as to him, and st

pReific, factual alle gatipns,

Using tables allows
easy resizing of text
blocks in captions
and adjusting of lines

Tnited States District Court
Southern District of New York

TUnited States of America,
Plaintiff
Michael Mulcahey's
vs Eenewed Motion for
Dismissal, or
John I Rigas, Timothy J. Bigas, Michael T Particulanization
Eigas, and Wichael C. Mulcahey,
Dafendants. Indictment Mo 02-Cnm-

1236 (LES)

The defendant Iichael C. Iulcahew, upon the anne xed avit of Ilark T.

Mahonew, and upon the Memorandum of Law filed . and pursuant the Fifth and

Sixth A menaIneme o et S Tates Constitution and FRC:P 7{c) hereby re-moves

this Conurt for Dismissal as to him, and striking, of allegations in the indictment not
MFM,, ; :

Using tables in this manner is essential to creating simple forms for pleadings that will
be amenable to variations in the amount of text that may be inserted in different parts of the
caption, i.e. in some cases the matter on the right side of the caption is more extensive than
what is on the left, and vice versa. You may want it to be in a different font or font size.
This would not be feasible using tabs or spaces to create the appearance of columnar text.

Even the basic signature line is best done using a table (here with the gridlines made

visible:

60



Respectfully submitted,

Mark J. Mahoney

HARRINGTON & MAHONEY
1620 Statler Towers

Buffalo, NY 14202-3093
(716) 853-3710 (facsimile)
(716) 853-3700 (voice)

8. Shortcuts

The Windows operating system, mostly inherited from DOS, has contained within it
certain standard “shortcut” keystrokes. Each program had its own built-in shortcut keys.
Keyboards definitions in individual programs can be edited to insert text, run a program or
a macro.

Windows

My favorite Windows shortcut is most useful and often overlooked. To quickly open
aprogram from anywhere in Windows, use a <Ctrl-Alt-letter> combination set by setting the
“Properties” for a desktop icon. Right click on a desktop icon, select properties, and in the
“Shortcut key” box simply type a letter, like “W” for WordPerfect. It will return “Ctrl + Alt
+ W” as the entry.

Shortcuts - Cut Copy Paste

Use <Sh + arrow> combinations to select text upward, downward, or sideways from the
insertion point.

Use the <Ctrl-x>, <Ctrl-c>, <Ctrl-v> combinations to cut, copy, or paste selected text.

Shortcuts: Navigation
Use <Alt-Tab> to move between open programs.
Use <Home> and <End> to move to the beginning or end of a line

Use <Ctrl-Home> and <Ctrl-End> to move to the top or bottom of a document or Web
window.
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Shortcuts - Attributes
<Ctrl-i> italics
<Ctrl-b> bold

<Ctrl-u> underline.

WordPerfect

See Help for shortcut keys for menus, navigation, etc. Also set menus to display the
shortcut keys for menu choices and get in the habit of using them.'®

<Ctrl-Shift-L> — “Line break” where Enter [HRt] code is undesirable (like in middle
of a heading)

<Alt-F6> Switch between open documents.

Edit your keyboard to add special characters for key combinations, like <Ctrl-S> for
“§” and <Ctrl-P> for “9” (Tools, Settings, Customize)

Use QuickWord (Tools, QuickWord) to quickly enter phrases, like \ausa for
“Assistant United States Attorney”. Or \wdny for “Western District of New York.”

H Troubleshooting in WordPerfect

As a result of the worldwide Microsoft conspiracy, there are problems that
occasionally come up in the functioning of WordPerfect. There are a few “tricks” that it are
good to know about. These and many more can be discovered by poking about the Corel site
on the Web and wuser groups, like the excellent WordPerfect Universe
http://www.wpuniverse.com.

1. “Xcopy”

Corruption that occurs in computer files often happens in parts of the file that do not
affect what you see. If adocument is acting strangely, a possible cure is to copy the text from
the top of the document to the bottom, and paste it into a new, blank document, saved with
a different file name.

'® Tools, Settings, Environment, Interface
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2. WPLook.exe

Available from the Corel site on the Web and other locations, this is a utility that will
remove corruption from WordPerfect files, undo information (though there is little of that
in WordPerfect files compared to Word) and unused styles. It is a lifesaving tool which
ought to be on every WordPerfect user’s desktop.

3. Qutline styles not working

It often happens that a set of headings do not behave correctly. This can usually be
corrected by re-inserting the appropriate outline into your document after going through the
menu steps of associating the heading styles with the levels of that outline. It is often
necessary, from the “Create Format” dialog (Insert, Outlines/Bullets & Numbering, Edit) to
select “Edit Style,” and then make and undo a slight change in the style, like adding and then
deleting a space. Hit OK until you are back into your text.

For some reason this refreshes the outline and its association with the headings.

If that does not work, try re-retrieving the Outline style into the document.

4. Timed Backups

It is important in WordPerfect and Word to set a short “timed backup” time and to
insure that your backups are saved in a directory that is both readily accessible to you and
which is NOT in the “Documents and Settings” path.

In case your computer crashes or Word or WordPerfect halts unexpectedly, a short
backup time, like 2 minutes, will result in the loss of less work when you reopen the program
and open the backup file.

However, where you make a mistake, and say, close a file without saving changes, or
accidentally delete a file that does not end up recoverable in your Recycle Bin, it is possible
to use an “Undelete” or “Unerase” utility (e.g. Norton Utilities’ “Unease Wizard” to recover
a deleted backup file. (When you actually close a file, with or without saving it, the times
backup is deleted by the program) For this you need to have, or install, the unerase utility,
and the deleted file has to be in a directory that is accessible. Deleted files in the
“Documents and Settings” path may not be able to be recovered.
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5. Backups

As long as we are talking about backups, be sure to have some reliable backup system
in place. The time it takes to try to recover from a dead hard drive often costs much more
than the new computer you purchase or what you spent on the last one. A simple portable
external hard drive can be had cheaply and be used to make regular full and incremental
backups of your system.

More important, by using a program like Norton Ghost to create a mirror image of
your drive, you can be worlds ahead in getting a new computer set up almost exactly like
your current one.

Like some other essential security features, having a professional get you set up for
backing up your work is more than worth the expense.
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Word Processing with Word - Styles

But, for several reasons Word tends toward a proliferation of styles. (To check the

number of styles in a particular Word document, look at “Format, Styles and
Formatting.” Although this has one or two advantages over WordPerfect, it can make it very
difficult to efficiently and properly format documents to begin with, and very laborious to
globally reformat a document.

! s noted earlier, Microsoft’s Word wants to have every paragraph assigned a style.

A. The proliferation of styles in Word

- . ‘)
Block Text+ Bold, Unde Elock Text 17 . How does this happen .
First, most users of Word get

the text in paragraphs to look

Block Text + Left: 0°

Clear F ' Block T b i
ear Formatting ock Text the way they want by Changlng
Elock Text+ Bold, Unde  Elock Text + Bold, Underline, C

the text, and not by selecting a

Block Text + Centered Block Text + Centered, Left: 0" preexisting StYlC, or modlfymg

Black Text + ltalic, Centere  Block Text + lialic, Left: 0" the s‘[y]e definition of that
Block Text + Left: 0" Body Text . paragraph. If you make a
Body Text 2 1 Body Text . change to the look of a
Body Text First Indent 1 Body Text Indent 1 p aragraph’ by default Word
Body Tex: Indent 2 T g creates a new 'st}'fle for that
paragraph. This is true even

Bold Centered . .
though it might be exactly the

Closing 1 Courtllame 1

=l same in looks and definition as

A typical display of the proliferated styles in a brief revealed gnother style.
in the Word “Styles and Formatting” panel. This is about Y
of the styles in use in the document. How would one select Second, this process

a style from such a long list? compounds itself because the

more styles there are, the harder
it is to locate and select the “right” style you may have defined in the template you are using
from all the styles that appear in the document, assuming you were trying to do so. Even
then, a paragraph with “Double Space” in the name is not always double spaced.

Third, each style has as part of its definition a designation of the style for the
following paragraph, which very often is different from the previous paragraph, creating the
need again to change the format of a paragraph to make it look the way you want. Although
all the paragraphs defined in a certain style can be reformatted by modifying the style itself,
this fact is not always helpful because similar looking paragraphs are so often in different
“styles” as a result of this proliferation phenomenon
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Fourth, when it comes to headings, there is a big difference between heading styles
and text style, in that the true heading styles will pull text into a Table of Contents, and result
in the headings appearing in the Document Map, and will be part of an “Outline.”” To do
this they must have an outline level in them, similar to associating headings with an outline
level in WordPerfect. But, again, most users do not select headings from existing heading
styles, resorting to manual steps to create a certain look — often resulting in a variety of styles
defining “headings” that may look the same but without real heading functionality. One
could end up creating ten different styles by creating identical looking “headings” by
modifying “Normal” text.20

So what? Whether you are the typist or the office manager or managing partner, you
have to be concerned about this phenomenon because it reflects, and encourages, the manual
formatting of documents at the outset. It later makes it very difficult to reformat whole
documents as the need arises. (Like in WordPerfect, in Word you can modify the definition
of a style to change the appearance of all text that is in that style) And “headings” which are
not true headings will not provide the functionality of headings — principally the ability to
efficiently generate a Table of Contents and a useful “Document Map.”35

In Word, styles, if mismanaged, quickly become the problem, instead of a solution,
in document formatting.

g. Solving the problem

The point is to reduce the number of styles you are dealing with, prevent Word from
proliferating more styles, and make it as easy as it is in WordPerfect to consistently select the
right style for a heading or text.

To do this, there are several steps to follow:

4 Define a core set of headings and text styles, each of which “automatically
updates”

4 Define a memorable “shortcut” key for each heading style

4 Teach users to modify the styles for minor variations in the appearance of the
text.

4 Redefine the core styles, in separate templates, for different types of
documents

" Unlike in WordPerfect, however, you cannot control, in the “styles” definitions, at
least, the text attributes that will appear in your generated Table of Contents.
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1. Default Word styles

Out of the box the Word styles are not complicated, but neither are they particularly

helpful for lawyers. The heading styles are hard to distinguish, and do not have any
numbering:

G} Document] - Microsoft Ward
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© Fle Edt View Irzert Fomat Took: Table ‘Window Help  Adobe PDF  Acmibat Comments =i
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Point 1: Format it Once Eormatina of sclorted bt
Tlus 15 text that can be formatted either as single spaced or multiple spaced text. Mommal

Using only two text styles, one for single spaced and one for spacing greater than 1.

allows ug to simplify things by modifving the “Line Spacing =17 style to affect the line Sl BN

gpacing throughout the document. Pick formatting to apply
Clear Formattmg -1
Keep Control of Styles B}

By setting the “Line Spacing ~1" style to “Automatically Update,” we avoid Headmg 1 9
proliferation of paragraph format styles every time someone changes the line spacing. Heading 2 1
Change Fonts in the Base Style. cibiiaca. S

If a style iz a based on “Normal” then you can update the fout or font zize of that Normal '|1|

stvle by modifving the font m “Normal. ™

Insure that headings are actually in a “Heading” style
To create heading styles that actually work as headmgs, make sure that they have
an outline level in them, sunilar to agsociating headings with an outline level in

-.\_.Ti-ig:sl_l:el Y e P PR W e S L
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The native Word headings are unremarkable and hard to distinguish. With only one text style —
“Normal” — additional text styles are clearly needed for text that is not single spaced, for
numbered paragraphs, and indented block quotes.

So, the trick at this point is to modify the heading styles to make them useful, and to
add the additional styles needed — just like we did in WordPerfect — for the other text
formats that typify legal writing.

2. Modifying Heading Styles in Word

Although the same procedures are followed, it is easier to consider modifying heading
styles separately from text styles, to fix the idea that we need headings to actually function
as headings, and not just look like headings.

To create heading styles that actually work as headings, of course you can use the
default headings that are part of the “Normal.dot ”: “Heading 1, Heading 2, etc. These

67



Headings can be conveniently modified to the look you likelf you examine those headings

What we want to do is add outline numbering to the default headings. Although the
headings are already assigned to an outline level, and have the functionality of outlines, they
do not have the numbering (or lettering) typical of legal argument, or the typical page

positioning.

Taking the easiest approach, let’s start with one of the built-in Word outline styles.
To do this use select “Format, Styles and ” menu and the "Styles and Formatting" panel.

S
Properties
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The “Modify Style” dialog is the place to
make changes in the appearance of a

style, whether changes in the text change

the style, what style the next paragraph
will be in, and whether the style should
be saved in the template.

accumulate more than seven of them. What you see
here may also be affected by the level of outline that
is embedded in the heading style you choose to

modify.*

Highlight the “I. A. 1.” outline scheme and
click on “Customize.” Note how the dialog allows
you to select a number style (or “(none)”) for each

Move your cursor to the “Heading 1" style, and
hold it over the name of the style until the "drop
down arrow "V¥" appears to the right. Click on the
arrow and select "Modify" from the drop-down list.
From there select the “Format” button and choose
“Numbering.”

We want to modify the classic “I. A. 1.”
outline scheme so that the top level has no number.
And then we will change the appearance of all the
Heading levels to suit.

In the “Bullets and Numbering” dialog the
user is presented with choices among several
outline schemes. What you see here will depend on
whether you have already created other outlines
and, unlike WordPerfect, it does not allow you to
either save

outlin ec R

schemes or

Bulleted | Mumbered {Butline Mumbered } Lisk Styles

1 1. L
None a) (KR >

i 1141

Article |, Headin 1 Heading 1 1. Heading 1 Chapter 1 Hesd

Section 1.01 H 1.1 Heading 2 A Heading 2 Heading 2

() Heading & 1.1.1 Heading 3 1. Heading Heading &

% Somewhat curiously, if you are modifying a lower level heading in an outline scheme
you have changed substantially, the dialog will not display the higher levels of the outline in this

dialog.
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outline level. The dialog allows you to set the font for the outline number (if it is to be a
different font than the heading itself) and, more importantly, the distance between the outline
number (if one s used) and the text of the heading itself, as well as the indent of the text of
the heading if it wraps to a second line.

x|
[Il About to set the number
Cancel | style for heading Level 1
Moro ¥ to "none". (You will still
have to manually delete

pm:im the period "." which
: : followed the "I".] The

-ﬂ-1mmﬂg numbering for each level

. Huadng 4 can be set here, as well

(1) Heading & as the format of the text

(a_‘,lu.ma :
i) Hieading 7 of the heading..

) Heading 2
i. Heading 9

At this screen you also would set the attributes (bold or italic) and font or font size
for the outline number for the second and third level letter and number. Remember that the
default text size for “Normal” text is 12pt, which many feel is too small for legal writing, and
14pt is required by many appeals courts. But changing the fonts and font sizes, etc. of the
text does not, in Word, affect the appearance of the headings. Likewise the settings for the
outline numbers operate independently from the settings for for the heading text itself. No
doubt this throws off many users of Word.*!

However, this is where the "format it once" approach helps, because, as we see shortly
below, you can create a different template for each format you might use. Those templates

! Here is another real drawback to the Word scheme. If you change the font type or size
of the normal text and need to adjust the size or appearance of the fonts in the headings, you will
have to change it both for the headings themselves and the outline number (or letter). In
WordPerfect, with relative font sizing in the headings (Large, Extra Large) a change of the font
type and size in the open style “DocumentStyle” will result in a correlative change in all the
headings. No doubt this is why so few Word users try to use outline numbering in headings.

However, this is where the “format it once” approach helps, because, as we see below,
you can create a different template for each format you might use. Those templates an be used to
change the appearance of the document as a whole very rapidly.

69



an be used to change the appearance of the document as a whole very rapidly.

Thus, after adjusting the outline scheme, and appearance of the outline letter or
number, it is time to edit the individual heading styles. Basically I want to conform to them
to the same types of formatting described previously for our WordPerfect styles, above at p.
35. But this is my preference only.

To edit the appearance of the headings, we begin back at the “Styles and Formatting”
panel and, beginning with Heading 1, “modify” the style to select all the formatting features
you would like for this heading. Here the thing to remember is that, since you only “format
it once” (for each template you design) there is time to think through and experiment with

all the options provided in the “Modify Style” dialog.

For headings the choices reflected in the Word template on the distribution disc,

NACDLI.dot, include:

Font Para. Format Shortcut
Heading 1 Bold, 2pt greater Centered, Spacing before 12 pt, | Ctrl + 1
than text spacing after 6 pt, single space.
Heading 2 | Bold, 1 pt greater Align left, indent right = .5, Ctrl +2
than text hanging indent = .5, Spacing
before 6 pt, spacing after 6 pt,
single space
Heading 3 Italic, 1 pt greater Align left, indent left and right = | Ctrl + 3
than text .5, hanging indent = .5, Spacing
before 6 pt, spacing after 6 pt,
single space
Heading 4 | Bold, same size as Center, indent right and left Ctrl +4
text 1,"Spacing before 6 pt, spacing
after 6 pt, single space
Heading 5 Italic, same size as Center, indent right and left Ctrl + 5
text 1,"Spacing before 6 pt, spacing
after 6 pt, single space

Remember that for any headings with an outline number (or letter) the fonts must separately
be set the same for the outline and the paragraph. Also, make sure, in the “Line and Page
breaks” tab to the “Paragraph” dialog, that “Widow/Orphan control” and “Keep lines

together” are checked.
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These settings can obviously be adjusted to suit your preferences. Spacing before and
after each heading is somewhat dependent on what you choose for the text itself. The less
line spacing you have, spacing between the headings and text (and each paragraph) becomes
more important. On the other hand, with true double spacing and courier type, no additional
spacing will normally be needed. By experimenting with different settings, you will not only
find what suits the situation, you will also become more familiar with the various choices for
modifying the styles.

3. The splitting head(ing) ache

Frequently users have a problem with the “split heading”: typically where the heading
is to an argument beginning with “Point I’ with the text of the heading on the next line. This
actually creates two separate headings because the [HRt] code created by hitting “Enter” to
create the second line of text signals a new paragraph, and hence a hew headng. This results
in two problems. First, because there is extra spacing between these paragraphs, the “Point”
label and the text end up too separate from each other (unless, to avoid this problem, extra
spacing has been dispensed with). Second, the Table of Contents will have two entries with
the same page number.

To avoid this, to force a second line in a heading, instead of using <Enter> use the
<Shift + Enter> combination which creates a line break, but not a new paragraph.” Then the
entire heading will remain as a single paragraph, in one heading.

4. The underlined heading

It seems fairly common for attorneys to attempt to distinguish some headings from the
text with the use of underlining, and only under the last line of the heading. While using an
alternate font, and additional paragraph spacing obviates the need for such underlining, it
seems to have embedded itself in the style of some firms.

The difficulty with this is evident in the fact that virtually none of the work I have
seen using this method of separation have figured out how to do it as part of a heading style,
creating another disincentive to using styles at all. It also creates a new style - the “heading”
style with underlining added.

My advice is to dispense with underlining entirely (for case names, headings, and most

22 You can also use the menu choice Insert, Break. This “shortcut” and its use was
discussed above in n. 3 and the accompanying text.
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emphasis. It is a holdover technique from the typewriter and rarely used in standard
typography.

However a similar effect can be achieved by using a “border” in your heading,
defining a line at the bottom of the paragraph. This is also done in the “Modify Style” dialog,
under “Format,” and “Border.” The distance between the border and the text above it can be
controlled in the same dialog box. The result will look like this:

L s LA e e - o= i __,_/-_,— - MR e G

1 Scntt E:asﬂg.r tneets the second and third paﬂs thhe test as eszculpatory, matenal :-
i 1
?:‘; and unavailable elsewhere. 3
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.1__ 1.  [The Government Fngaged In A Discriminatory Use Of f
3 Immmity To Gain A Tactical Advantage 3
"

5 The first part of the defensze witness rmrminity test requires a showing that f
it {
'J,T\ “the government has engaged in d;lscmmnatnrjr use of immunity to gain a tactical l’
R ey i o B, _ el e, R,
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This would be more appealing graphically if there were no number, or if there were
no indent on the second line, in my view, which could easily be arranged, of course.

5. Modifying the text style

There is always a need for at least three text styles in legal writing: (1) single spaced
text, (2) text that is greater than single space — often dictated by court rule—and (3)
indented quoted material.

For our WordPerfect styles we created a style called “1 Space,” which we choose to
use the default Word text style called “Normal.” Because of the quirks of Word in the way
it limits the ability to rename its default styles, it was no use to try to rename it. Instead I
added another style, based on Normal, which is named “Normal - Line spacing >1.” This
should become the default paragraph format, the style designated for every heading as the
style to follow.

Using only two text styles, one for single space and one for spacing greater than 1,
allows us to simply modify the "Line Spacing >1" style to effect the line spacing throughout
the document. Setting that style to “Automatically Update,” we avoid proliferation of
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paragraph format styles every time someone changes the line spacing or Font.

The following figure illustrates what the Styles and Formatting panel, and our
document, will look like with such a set of styles. The set of styles is saved as a Word
template, called NACDL1.dot and is on the handout disc for your examination and use.
How to save a set of styles to a Word template, and what to do with it then, is discussed more

below, at p. 70

affect the line zpacing throughout the document.

A. Eeep Control of Styles
By setting the “Line Spacing >1" style to “Automatically Update,” we
avoid proliferation of paragraph format styles every time someone changes the

line spacing

Clear Formatting
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Point 1: Formatting of selected test
Format it Once
Heading 1
This is text that can be formatted enther as single spaced or multiple spaced
- Select AI || Mew Style...
text Usmg only two text styles, one for single spaced and one for spacing greater :
: 2 : s ) f Pick formatting to

than 1, allows us to simplfy things by modifying the * Line Spacing > 1" style to rmattion to ook o

1. Charge Fonts in the Base Stvle Heading 4 1

If 2 style 15 a based on “Mormal” then you can update the font or font size Heading 5 9
of that style by modifying the font in “Mormal ”
Mormal 1
B. Insure that headings are actually in a “ Heading” styvle
HMormal - Line spacing >1 ¥
To create heading styles that actually work as headings, make sure that they

hawe an outline level in them, similar to associating headings with an outline level i Queotes 5
in WordPerfect. : i
y  Show: |Available Formatting -
[mlaa=a4] | i |

Example of simplified Word styles, and headings which include outline numbering. Settings
avoid proliferation of styles, making selection of styles easier and more consistent. Note:
although the top heading is in two lines, it is only a singe heading and will constitute only one
entry in the ToC. See n. 3 above.

One of the things that can mess up such a system is the use of “first line indent” which
seems prevalent among Word users. If you have First Line Indent in place in your “Normal”
style, then you have to work around it when you have a paragraph that is not indented on the
first line — most typically after a block quote. It is better, I believe, to leave indenting the
first line up to the typist and not the software. I believe that overall it saves time and avoids
having to create a separate style for paragraphs without it.
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6. Shortcut keys for headings

One of the two great features of Word’s styles (not present in WordPerfect) is the
ability to create a keyboard shortcut for any style. In fact there is system setting of <Ctrl-Alt-
1> for this shortcut. However you can set your own key combination for this. This is
accessed easily through the “Modify Style” dialog (Format, Shortcut Key). A most obvious
approach would be to assign the <Ctrl + n> combination (where n = the heading level) to
headings. This approach would insure that it is easy for any user to add a heading.

Perhaps it is possible to devise memorable shortcut keys for paragraph styles, like
<Ctrl -Q> for quoted text.

7. Change the style and not just the text

As with WordPerfect, modifying a style in Word will change all the text controlled
by that style. This concept is a bit more expansive in Word however, because in Word styles
are based on other styles. For example, most paragraph styles are going to be based on
“Normal.” “Normal” is, originally, pretty basic: New Times Roman 12pt, single spaced text.
If a style is based on “Normal” then you can update the fonts of that style by modifying the
font in “Normal.” However if the style has added attributes not existing in “Normal” then
changing “Normal” will not affect those attributes.

Editing “Normal” is not often enough, and usually the first step is to edit the style that
you are actually using, using the “Modify Style” dialog box. Do this using the "Styles and
Formatting" panel, moving your cursor over the name of the style until the "drop down arrow
"W" appears to the right. Click on the arrow and select "Modify" from the drop-down list.

You can change the style and the text at the same time, if you have that style set to
“Automatically update” in the “Modify Style” dialog box. In either event, the changes to the
style in this document will stay in this document unless you have checked “Add to template”
in the “Modify Style” dialog box.

8. Redefine the core styles, in separate templates for different
types of documents

A temptation will exist in Word, just as in WordPerfect to create a number of sets of
headings and text styles for use in a number of different documents. One could envision
different formatting and heading numbering for agreements, for memoranda, for
publications, or correspondence. However, this compromises the goal of a simple set of
styles to choose from, and creates a challenge to have consistency in an office — who will
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know what each style is for?

A better solution is to mimic what has already been described above, p. 37, for
WordPerfect. From your original template, redefine the styles to create the new look you
desire — all the fonts, sizes, attributes, the heading styles and the outline numbering to go
with that style. Delete unused styles. When you have completed this, your document should
look the way you want, using the styles of the same name as in your default template, but
simply with different definitions of those styles.

Now save this file as a new template. This was described previously at p. 9. @Save
the file as a new “template” using “File, Save As, Save as” type: “Document Template
(*.dot),” with an appropriate name. @ Then choose to save each style you are keeping as part
of that template by checking off the “Add to template” box in the “Modify Style” dialog box
for each style. ® Then delete all the text in the document (except for any text you want to
remain there) and @ save it again with the same name, then ®close it.

Your new template will appear in the “Templates” section of the New Document
panel which appears when you open a “New” file. It is ready for content to be added, and
the styles you have elected to keep in the template are ready to be selected in the process.
Such a template can be used over and over as the basis for starting a document.

This document is then regarded in Word as an “add-in,” or “global” template.*

Note that you can change the definitions of the styles in your template. The easiest
way to do that is to modify the styles as you like and then, in the Modify Style dialog, check
the “Add to template” box:

» T am really not too sure on the difference between the two in Word lingo.
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9. Importing the styles from another template to change the look
of a document

Now that you have two templates defining the same named styles differently, let’s see
how to toggle between them. Here is some text in the basic “Normal.dot” template, with the
default Word headings use:
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@ o [}
Formatting With Style in Word Formatting of selected text
The use of styles can dramatically improve the efficiency in creating documents Wormal
and their functionality when created.  But care has to be taken to prevent proliferation,
and therefore disuse, of styles. - Selact Al J _ New Style...
Modify the appearance of text by modifying the style that controls that text Thus Clear Formatting -
can happen by modifying the text itself, if the style 15 set to “Automatically update.”
Alternatively, this can be accomplished by modifying the style directly, using the “Styles 1. 1,2,3 1
and Formatting” panel, moving your cursor over the name of the style until the “drop -
down arrow “¥ " appears to the right and select “Modify.” Headmg 1 0
. . j 1
Automatically updating Heading 2
Automatically updating the style has the advantage of allowing you to dee the Heading 3 1
way the changed style will look. However not all the features that you might want to )
modify can so easily be changed, for example exact spacing between paragraphs or exact Headmg4 ¥
line spacing, A style will automatically update if that box s checked in the "Modify Heading 5 1
Style” dialog.
Normal 1
Manually updating v
Manually updating the style allows for more precision in medifying the style, and Normal - Line spa 1
you will have readier access to the “Add to template” and “Automatically update” boxes
to check. Quotes 1
R NETSY T ot ST VT SRSy Wt e LS S e 8 ' R N I

Word’s “Normal.dot” text with 3 levels of headings looks like this. But the look can be changed
completely without changing a single code, by “attaching” a template defining the same styles
differently

The procedure in Word to acquire the text formatting of another template, involves
“attaching” an existing template to the default template. In earlier versions of Word, Use
Tools, Templates & Add-ins. From that dialog “Attach” the desired template to “Normal”
(or whatever other template you have based the document on, with the “Automatically update
document styles” box checked. In more recent versions of Word, one goes to the File,
Options, Add-Ins. There you can restrict the view of files to “Templates” and just select the
“.dot” file and “attach” it to the current document.

Template: and Add-ins |

Templates | Linked 55 |

EBrowsze to the template you
want to "attach,” malking

Document template sure that the

&g D'ataiMicrosoft| Templates\NACDLO1 dot|  atkach.., | Automatically update

= document styles" box is
f ¥
b, ol

atically update document skyles

Y L g N N -

checked, then "OK"
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If both the current template and the template that is “attached” to it by this process define
styles that use the same name, the attached document template's settings override the Normal
template settings for those named files. Below is the result of “attaching” the NACDLO1.dot
template to the document in the previous figure:

hg---'~--1--~=---2'--'-~'3-------4-'-'---5---'~--cﬂi|istmmrmmm - x
@
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Formatting With Style in Word Formatting of selected text
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Pick formatting to apply
A, Modifying styles 5

Modify the appearance of text by modifymg the style that controls Clesr Formatng

that text. This can lmppen by modifvmg the text itself, if the style 1s set to 1. 123 1
*Automatically update.” Alternativ ch tlus can be 1:::01111}1&[1&([ by
modifymg the style dwectly, using the “Styles and Formatting”™ panel, Heading 1
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) i 1. Heading .1
i. Auntomatically updating
Automatically updatmg the style has the advantage of allowmg you Heading - 1
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Figure 78 - The text — here mainly the headings — is completely reformatted in Word without
doing anything except attaching a “.dot” file defining the named styles differently.

I have no idea whether this could be done using a macro, in Word, which could speed
the process up even more. While this transformation of text may seem miraculous to the
average Word user, it is quite simple to do. However, it utterly depends on the careful
implementation of styles in the original document. For example, if the “add-in” template had
redefined the “Normal” text that would only have an effect if all the text paragraphs in the
Word document were in the “Normal” style.

However, even when confronted with a typical Word document, in which the text or
headings may be in several differently named styles, Word at least gives you the tools to get
all the paragraphs (or all the headings at the same level) into the same style. That is
described in the next section.
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10.  Multiple templates, for multiple documents and user
preferences, not multiple styles

However at this point you can see the interplay between the several concepts we have
been working with. How do yo keep styles simple in word where there are so many types
of documents, and perhaps differing preferences among the lawyers? The answer is clear:
take this simple set of styles and create a basic template for each type of document — a
motion, a memorandum, the basic letter, etc., to create a starting template for each with the
same set of styles redefined. Further, if individual attorneys insist on variations for their own
documents, further redefine templates that reflect their preferences.

Using this system, the word processor can prepare a document of a certain type, in the
most standard style, confident that they can quickly reformat it to fit, or create, an alternate
style or user-preferred look

C Keep Control of Styles: “normalizing” Word documents

By having a distinct set of styles, and by taking the steps outlined above to eliminate
or minimize proliferation of styles, you are well on your way to more efficient and effective
use of your time.

However, when confronted with a document prepared in a different environment, or
an unskilled user, with multiple paragraph styles or a collection of “headings” that are not
in true heading styles or on a conflicting collection of formats, we want a way to “normalize”
the styles so that the document (1) conforms to our desired style ste (and therefore
appearance and functionality) but also (2) so that we are able to make the incremental, or
global changes to the document just by changing the styles, or “attaching” a template with
different styles definitions, as demonstrated above.

If you are trying to get text paragraphs in the same style, put your cursor in any typical
paragraph. In the “Styles and Formatting” panel, in the box box under “Formatting of
selected text” will appear the style for the current paragraph. Ifthat is the desired style, then
we are going to want to find paragraphs in a deviant style. If it is not the desired style, we
are going to change all instances of it to the desired style.

1. Step #1 — “Select All” instances of a style

Click on the “Select All” button below this box (see the previous figure) or move the
cursor over the name of the style until the "drop down arrow "V¥" appears to the right. Click
on the arrow and this time select “Select All n Instance(s)” from the drop-down list.
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Alternatively, choose the “Select All” option to select and examine all the text that is in the
current style. This latter choice has the advantage of signaling to you how many paragraphs
to expect to find in that style”

Now at least that paragraph should be “selected” — that is, the text should be
highlighted.

J if this is in the desired style, once all that text is selected, slide up or down in
the document until you find a paragraph that is not “selected” (and which you
want to convert to the desired style). At this point click on that unhighlighted
text and follow the same procedure to select all instances of the style for that
paragraph. Go to Step #2.

4 if the selected test is not in the desired style, go to Step #2

Styles and Formatting AT
A In the "Styles and
Formatting” pane, the cursor
reveals a drop down list for
Normal - Line gpacing =1 changing the definition of the
current style. One can do

Formatting of selected text

SE|EE|I|':'|" | NEWSt EE!'ECt AllS Instance[s] the sAme ‘n."\i"]-.th th.e Dther
Pick formatting to apy Clear Formatting styles in the list below.
Hew Style...
Clear Formatt Modify Note: you can "Select All"

instances of the same style,

7 ; : ; :
1. 1,2.3 |4 Reveal Fomatting.. which allows you to changing

: them to another style, to get
¥ 1 ]
Hea {h“g 1 all paragraphs in the same
A. Heading 2 1 style.
...a-h\__.\_h_h_,_t_..___,,..__w_.f—iiﬂ,_.h; .-l.ll\,\ P T o ML _f-" .

2. Step #2 — Convert selected text to the desired style

Once you have “selected” all instances of a style, you can change the style by simply
sliding through the list of available styles in the “Styles and Formatting” panel and selecting
the desired style (e.g. “Normal”) from the list.

By repeating steps #1 and #2, eventually all paragraphs can be converted to the same
style.
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3. Step #3 — Headings

Now do for headings that you have done for the text paragraphs. Often users just
make text bold and larger and call it a heading. Using the procedure above, you can change
all such “headings” to a true heading style in an appropriate outline level.

4. Step #4 — Delete unneeded styles

This would be the perfect point to delete the styles you do not need. As you do this,
you can double check whether there are any instances in which that style is being used, which
perhaps need to be converted to another style.

Once you have “normalized” the styles by removing unneeded styles and placed all
the text in the correct style, delete the unneeded styles, and change the appearance of all the
text in the proper style to make it appear the way you want.

p. Unwanted text in Document Map and in Table of Contents

In Word's incessant effort to out-think the foolish user, it sometimes automatically
assigns formatting that the user does not intend. The default “first line indent” is an example
of this. However more annoying are those settings which are not controllable. One is that
certain text will sometimes appear in the Document Map which has not been either directly
coded to the Table of Contents or assigned to a heading style or a style that is assigned to an
outline level.

I have seen instances where text appearing in the document map (and also Table of
Contents) is in a style which, when revealed in the the Modify Styles dialog shows that the
paragraph is only formatted as “Body Text,” the “Reveal Formatting” panel®* shows that the
text is assigned to outline Level 1.

My research has not uncovered the source of this phenomenon. It may cure this to
reapply the style that exists, using <Ctrl-Q>. Also individual styles can be edited in the
“Reveal Formatting” panel to remove the assignment there to Level 1 of the outline.

Alternatively, a way to resolve this globally is to use the “Insert, References, Index
and Tables, Table of Contents, Options” dialog and uncheck the “Outline levels” box. In
this fashion Word will only look to your headings, and express ToC encoding for its

** The “Reveal Formatting” panel comes up as a choice in the pulldown menu in the
“Styled and Formatting” panel.
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Document Map and the Table of Contents.

E Networking Word Styles

For purposes of allowing all the users in an office to have access to the same
templates, and hence to achieve a uniform look in the office, the templates you create can be
stored on a shared network drive for all users to access. This will allow the added
functionality to be accessed no matter what template you are in, much like changes to the
default template in WordPerfect. To have Word see these customized templates or add-ins,
you must go to Tools, Options, and select the File Locations tab. Select the “Workgroup
Templates” entry and then click on “Modify” on the bottom right hand corner, and then point
to your chosen shared file location on your network. When you open File, New, you should
then see on the General Tab any customized templates and add-ins you have saved to that
network directory.

82



Document Processing with Acrobat

the interaction between their word processing and the publication of document to

PDF. Even court rules regarding electronic filing are being broken because of
ignorance of the PDF format. While there are many features of PDF that are important for
lawyers in the area of litigation support and discovery, this section will address the features
and functions that attorneys must know in a world where we are increasingly using PDF
format for electronic filing, document exchange, document review by workgroups, and
archiving of documents.

AL What is PDF?

! crobat and “PDF” are everywhere. But not enough attention is paid by attorneys to

“PDF” is an abbreviation for “Portable Document Format,” a proprietary format
belonging to Adobe Systems, Inc. It is “platform independent,” meaning that a PDF
document could be created on a UNIX computer, viewed on a Sun workstation, modified on
an Apple and printed from a Windows computer, and look the same on each. Because of the
free Acrobat Reader program, any user on any computer can view and print, at least, PDF
documents. While having a relatively simple set of apparent functions to the average office
user, PDF has a wide range of attributes which makes it an industry standard for formatting
and publication of extremely complicated source materials.

B. What is Acrobat?

Acrobat is Adobe's software for viewing, creating, and editing PDF files of all types.
It has built-in features of a wide variety to serve the most sophisticated users in the
publishing industry, and yet it also has tools built in specifically designed for legal
applications, like redaction, Bates® numbering. There are third-party applications which are
less expensive that Acrobat, which perform some of the functions of Acrobat, which are not
discussed here. While it may be useful to have one of these programs for general use, every
office needs to have at least one installation of the full Acrobat program.*

It bears noting here that, although WordPerfect is the most advanced word processing
software in integrating with PDF, its “Publish to PDF” feature is also a “clone” and will yield
less exact results than the “Print to PDF” choice in WordPerfect, which incorporates a true

¥ Of special interest is "Acrobat and PDF Clones: What You Should Know" an article
in Rick Borstein's Blog on Acrobat for Legal Professionals:
http://blogs.adobe.com/acrolaw/2007/09/acrobat and pdf.html
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Acrobat driver. Nevertheless, for most purposes, and to get the enhanced ability to carry
forward document map entries into PDF bookmarks and all the hyperlinks, the “Publish to
PDF” tool is quite fantastic.

For our purposes we only deal with the most superficial features of Acrobat designed
for the business and legal applications. The default settings in Acrobat work just fine for
almost everything we do.

PDF is not an “authoring” environment. Although it is actually possible to “type” a
an entirely new document in Acrobat, there would be little reason to do so, as this would be
wholly without the formatting tools available in the most basic word processor. That is, PDF
documents are ideally created in some other application and then converted to PDF format,
either by the capabilities withing the authoring program itself, or by being “printed” to PDF
format (instead of to a printer), or by being converted by Acrobat itself. Of course most
people were introduced to PDF as a format into which a paper document can be “scanned”
to be saved electronically, and more. But a PDF created from a paper document will yield
something quite different from the PDF generated from an electronic file.

C. Training

There are excellent training tools available from Acrobat and many resources for
support, as well as good paid support. There is a list of Acrobat resources at the end of this
chapter. But check out the Adobe Creative Suite 3 Video Workshop where there are a

number of video training segments on Acrobat.?

D Varieties of PDF documents®’

All PDF’s are not equal. The most basic distinction is whether the PDF file began as
apaper document or whether it was created directly from another application. Two PDF files

2 http://www.adobe.com/designcenter/video workshop/about.html

7 Because one can scan a paper document at different resolutions, and because there is a
wide range of options in saving a PDF, a full discussion of the types of PDF documents could get
very technical, and confusing. Generally we do not play with the default settings. Although Rick
Borstein’s excellent blog — from which I got the idea for this chart — makes the use of the
language “flavors” of PDF, I find that term itself confusing because of the continued use of
“flavors” to describe the basic categories of PDF to which one could scan paper documents using
Adobe’s “Capture” software, used for scanning physical documents.

84


http://www.adobe.com/designcenter/video_workshop/about.html

of the same “document” may look much the same, but if one is scanned from a paper source
and the other created directly from WordPerfect, they will have very different characteristics.

People notice the difference, even if they do not understand it. “Why can’t I search
this PDF?” “Why is my PDF version 100 Kilobytes and yours is 10 Kilobytes?” “Why can’t
I select text from this PDF?” or “Why is the selected text inaccurate?” “Why does it take so

long to open and print this PDF?”

What? “Electronic PDF” A graphic image of  Animage including A PDF containing
generated a page, or a graphic inside a PDF witha  some combination
directly from an file, like JPG or hidden layer of text of the three other
application or TIFF wrapped in searchable text. types of files
application file, PDF
like WordPerfect

How? Created by Created by An image file Combine different
“Printing”or scanning a page containing types of PDF files,
“Publishing” to into PDF format or identifiable text and even files of
“PDF” from opening a graphic characters which other types, in one
within an file with Acrobat or have been PDF document by
application, or saving a graphic file  “recognized” as text  “inserting” PDF
from within to PDF format by OCR software pages into a PDF,
Acrobat and putin a or using the

separate accessible “Combine Files” or
“text layer” in the “Create PDF. . ..

Searchable?

Yes, search &

No. What appears

PDF

Yes, to the limits of

From Multiple Files”
features of Acrobat.

Yes, to the extent

e copy test with to be text is not the accuracy of the that the individual
AasrsallalE 100% accuracy searchable or able OCR process used files and pages are
to original to be blocked and searchable.
copied.
Notes Smallest file size, Files can smaller The best “off the Can insert just a

opens, prints

than the original

shelf” means to

scanned signature

fastest. Some TIFF or JPEG, but make paper page into a “Normal
difference in scanned pages of documents PDF,” where
appearance from text can be 10 time searchable. needed, to keep file

original possible.

the size of the
electronic file.
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From the above, one should understand that it makes a huge difference as to whether
a “searchable” PDF got that way as a result of having been directly generated from the word
processing program, or whether it is a scanned image that has been processed through an
Optical Character Recognition (“OCR”) process.

Mere scanned images are about ten times the size of PDF’s that were directly
generated from a word processing program. The OCR process together with compression
features in Acrobat, can reduce the size of a scanned PDF only by about 10%. Of course the
file is not only bloated in size, given the imperfections of OCR technology, the searching and
copying of text in a OCR’d file will be significantly less accurate.

Despite these significant differences, [ have seen even very large law firms create PDF
documents by printing out a Word or WordPerfect file and then scanning the printed version.
The best explanation for this dysfunctionality is that there may be some pages, such as a
signature page, or exhibit pages, only available as scanned images. Of course this is not a
valid excuse, because a PDF can contain a mixture of different types of PDF files and pages.
See below at p. 89.

g. Reducing bloat

The fact that scanned documents can be as much as ten time the size of the same
document converted directly to PDF from within WordPerfect has staggering implications
for lawyers and law firm and the courts
if they are indifferent about which PDF
format to use for the creation, storage
and electronic filing of documents.

For their own preservation, however,
lawyers and court administrators have
> | to insure that the PDF’s flooding into
There needs to be some control, and it | their computers are generated, to the
is not coming, so far from the courtsor | greatest extent possible directly from a

from lawyers or firm administrators. | \word processing programs.
For their own preservation, however,

lawyers and court administrators have

to insure that the PDF’s flooding into their computers are generated, to the greatest extent
possible directly from a word processing programs. This includes insisting that other firms
and governmental agencies with whom the deal follow the same dictate. Otherwise they will
need to spend substantially more to increase the size of their computer storage.?®

** Assuming that they have a system for retaining electronic files, that is. Incredibly, in
some firms, it seems to be left to secretaries to decide whether even to keep the electronic files at
all after the case closes, or afer the work is done. Obviously the last approach to dwindling disc
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Of course PDF’s that are not text-searchable are also a waste of the value of true
electronic files, which can be cataloged and searched, using Acrobat’s own indexing system,
or with desktop or network search tools like ISYS which let you keep track of and retrieve
documents by text criteria. It is also harder to make use of the PDF’s in other ways, such as

bookmarking, where you do not have searchable text to select for creation of PDF
bookmarks.

Part of the problem is that lawyers are indifferent in general to whether they get a
scanned image or a directly generated searchable PDF. Another part of the problem is that
even in firms where there is some understanding of the premium that should be put on text
searchable PDF creation, there are gross misunderstandings about how to achieve this.

F PDF features

1. Bookmarks

In order to appreciate the value of text searchable PDF’s, lets talk about some features
that relate to this function. First, in order to navigate a PDF, and especially a collection of
documents that are combined in a single PDF, it is necessary to have bookmarks. The
Bookmarks are accessed in the navigation panel on the left side of the Acrobat screen.

We need to be concerned about this not only from a view of our own usability, but in
terms of the likelihood that a Judge, or the Judge’s law clerk will be looking at our work in
PDF format. Why deprive them of the ability to navigate easily through our document —
especially if that will make us stand out among others who do not care about making life

Bookmark
The boolmark . b
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bookmark panel
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easier for the judge?

Bookmarks can come into the PDF automatically when the PDF is made up of other
PDF’s that have been combined into one file: a bookmark will automatically be created for
each separate document that was imported.

Bookmarks can be put in manually. But it is much easier to insert bookmarks where
you can merely select text and have that text be used as the text of the bookmark.

Bookmarks can also come into a PDF where it was generated directly from a
WordPerfect document with headings marked for a Table of Contents, or a Word Document
with correctly set up export criteria identifying the headings or styles that should be
transferred to bookmarks.

A full explanation of the bookmarking process. and related features of DI
documents. is presented in the audio-visual tutorial on your handout disc. This
ten minute program will walk you through the steps of bookmarking and other
related features of Acrobat.

2. “Pages” panel

One very useful, but often overlooked feature in Acrobat is the “Pages” view. In this
panel you can select individual pages for deletion or export; you can move the location of one
or more pages; you can get a “thumbnail view” of the document.

The "Pages” tab

Creating PDF Files

reveals all the

pages as . L. .

thumbnails = ® SCE ﬂnlng

Pages can be e Direct generation
selected for

copying, deleting, B o Printto PDF
exporting, moving i e " b Publish to PDF

OE Convert to PDF ;
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AL S pnhn Bl
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3. Comments

One of the most useful features in Acrobat is “Commenting.” There is a variety of
tools to add notes and comments regarding the text. Even on “all graphic” PDFs the
comments are searchable, and themselves provide another map to the document. Comments
on documents circulated for review can be compiled in one document, with the author
revealed for each — excellent for group review and comment. Even those with only the free
Acrobat Reader can participate, when the hidden powers within that program are unlocked
in a document.
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The commenting toolbar allows for a variety of means of commenting. Only the Typewriter tool (shown
at the bottom) has to be selected separately.
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G Optical Character Recognition (“OCR”)

From within Acrobat one can change the graphic image of text — in a scan of a page
for example — to text, with varying degrees of accuracy. This process of Optical Character
Recognition was discussed above at page 80. The process is initiated for a single document
using the “Document, OCR Text Recognition, Recognize Text Using OCR” menu selections.

1. “Batch processing” and OCR

However you can OCR a large number of documents in a batch using he “batch
processing” feature in Acrobat. This step can be avoided by combining a number of files
into one Acrobat files, and the OCR-ing that large file. But you may have an enormous
collection of PDFs as a result of a discovery request which cannot realistically be combined
into one PDF (although it is surprising how large a PDF file can be and still be opened on the
average office computer.)

Because it is not a default batch process, you will have to create the process. Itis a
very simple exercise that may be useful in the future when you learn of other processes that
you might want applied to a number of files at once. Begin by following the “Advanced,
Document Processing, Batch Processing” menu commands and name a new batch sequence:

Balch Sequence: x|

leaws Sequence.., -ﬁ Embed Page Thumbnails
$508 Fast Web View

Kk Sequonce.. ] ﬁl}pen all

Print 15t Page of All
Rename Sequence.. i s——
I % Prink all L; e JE EI

Delete Sequence I £ Remove File Attachments . _
%Sﬂe a8 as BTE Choose a name For this sequence:
ﬁa Set Security to Mo Changes |Batch QCR

Run Sequence | oK Carcel

_ Gose |

After clicking “OK” to create the sequence you need to tell it the commands to follow, which
can be picked from the “Select Commands” dialog. Choose “Recognize Text Using OCR”
and “Add>>" it to make it part of the sequence. (Note at this time the variety of operations
that can be done in a “batch way)
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After selecting “OK” here there are choices about what files to run the sequence on and
where to send the output. Stick with the defaults for now, but do look at the options.
However there an “Output Options” button, and in that dialog you can check “PDF
Optimizer” to scale down the file sizes after the OCR process.

When you conclude this, the “Batch OCR” sequence will be listed in your available
batch sequences, and choosing it will lead to a screen in which you can select the files to be
OCR’d at the same time.

2. The “renderable text” problem

Occasionally when you try to OCR a document, especially one that was gotten off of
PACER, or some other court filing system which puts a header on the document, you will get
an error message saying "This page contains renderable text." ‘“Renderable Text” is
computer generated text that is placed on top of an image layer and it brings a halt to the
OCR engine.

For most users the only solution is to remove the renderable text if you can (e.g.Bates
numbers you have already put on the documents) or convert the document to TIFF format
and then back to PDF, and then OCR the document. However, if you have Acrobat 8
updated to version 8.1 this problem has reportedly been fixed. However, in my experiments
it has not been fixed.
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H Creating PDF’s from within Word and WordPerfect

As suggested, it is critical to creating useful PDF documents that attorneys make use
of the “Styles” features of Word and WordPerfect before generating PDF’s from them. This
is so not only because the bookmarks may be generated directly but because any hyperlinks
in the Table of Contents in the Word document, or hyperlinks in WordPerfect Tables of
Contents, Tables of Authorities, cross-references, lists, and index, will be transferred as
hyperlinks into the PDF itself.

The main differences between Word and WordPerfect in this regard is that
WordPerfect (1) can generate hyperlinks that are distinct in attributes (typically blue and
underlined) from the surrounding text, so they are easier to identify and (2) WordPerfect has
hyperlinked features that either do not exist in Word (Lists) or are much easier to use.

Thus, properly setting up and using the Styles and Reference Tools in WordPerfect,
and the Styles and headings in Word, can result in the generation of a PDF that is much more
useful to you, your client, and the court than a simple printed out version of the document or
a PDF image of the document.

The judge can navigate either from your bookmarks, or from your table of contents,
to get to the point desired in the document — and back.

I Hyperlinking a PDF

From within Acrobat it is possible to create active hyperlinks to serve a variety of
purposes: to go from a Table of Contents to the entry; to go from a word or number to
another part of the document; to go to another PDF file; or to go to a Web location (a
“URL”). This process begins with the “Link” tool on the “Advanced Editing toolbar. With
that tool you define the physical area where the link appears — usually around a certain word
— and instruct it where to link to. The default in Acrobat is to surround the link with a
visible box, so the viewer can see that the link is there.

Another way is to have the word or phrase already highlighted in a different color
(blue is the most common). That can be done by coloring the font in the original document,
or by using the “Touch up text” tool in Acrobat to change the color of a word or phrase. Then
the Link tool in Acrobat can be set as an “invisible rectangle” and all the reader will see is
blue text and, upon hovering over it, will understand that it is an active hyperlink.
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J Searching PDF’s

Once you have PDF’s with searchable material (remember that you might have
searchable content in the form of comments, even where the file is an “image” file) you can
search through the document for words. (Unfortunately PDF is not yet ready fo r’Boolean”
searching, using “and” and “or”’or proximity operators).

Searching can be speeded up by generating a “Full Text Index” for the document,
using the <Advanced, Document Processing, Manage Embedded Index> .menu choices.
Most important you can create an Index that spans all the PDF’s in a directory and then
search that entire directory for the instances of a particular word or phrase. <Advanced,
Document Processing, Full text index>
K. Editing PDF’s

Most people are erroneous in the belief that a PDF cannot be edited. In fact PDF’s
can be edited in several ways. Errors in the OCR process can be corrected through an editing
process affecting the text layer, and the actual words in a PDF that has been directly
generated can be changed using the “Touch Up Text” tool on the “Advanced Editing”

Advanced Editing x

Ak R © @ HEH ¢ M =

toolbar.

L Electronic Filing

Even the largest firms and government agencies in the country do not appear to
understand the importance of creating an electronic PDF for electronic filing, even though
it is required under the rules of every court. Even if they understand that the rules seek the
filing of a fully text-searchable PDF, most firms appear not to know how to do an electronic
filing of a text searchable document where there is some material — such as signatures or
exhibits — that have to be scanned in.

Of course one solution is to use “electronic signatures,” which can exist in a number
of varieties and is a separate topic in PDF preparation. We often file Memos or letter is
federal court with either a conformed signature line or a mere graphic image of a signature
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rather than an ink signature.

But assuming that the ink signature cannot be dispensed with, or that there are pages
that had to be scanned, it may come as a surprise that this does not mean that the whole
document must be scanned in order to file a single PDF document.

1. Swapping pages in and out of a PDF

The fact is that, like paper, pages can be swapped in and out of a PDF document, and
a scanned signature page — perhaps having been OCR’d as well, can easily be inserted into
its proper place in the PDF file, in place of the unsigned page. Similarly, scanned exhibits
can be inserted into the PDF.

In other words, there is no difficulty in having a PDF that is a mixture of scanned
images and text-searchable pages. The result of this is greater economy, in file size, greater
efficiency, in eliminating the need to scan, and greater functionality for you and for the court.

v, Document Sharing and Review

In these days of multiple defendants, and remote computing, among lawyers with
different word processing systems and practices, the PDF format can be a boost to efficiency
and productivity. A single PDF file can be emailed to separate counsel to review, to place
their comments on the document, and then returned. All the comments can then easily be
imported into a single PDF file for redistribution. And there are many ways to display the
separate comments. This 1s a far cry from the disarray that can happen when a Word or
WordPerfect document is circulated, converted from one format to another, and returned.
It is unlikely that the file will be useable anymore.

However, the comments collected by group collaboration with a PDF document can
be preserved as comments when a PDF is converted back to Word format.

Even users of the free Acrobat Reader, which, standing alone, has no commenting
tools, can participate in this process. This is because a PDF can be generated in Acrobat 8
set to “unlock” commenting tools that are hidden in the free reader. Therefore not everyone
in a workgroup has to have the full version of the program in order to collaborate in this
fashion. Notes and other comments can be summarized and published to PDF with just a few
mouse clicks. Using the document editing tools in Acrobat, text in a PDF can be highlighted,

underlined, or struck=through.
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N, Archiving files, e-mails, Web pages

Acrobat can be a critical tool for us today where so much of what happens in a case
is through e-mail exchange. Few lawyers have a reliable system for archiving this material.
Now however Acrobat has the ability to archive a collection of e-mails from Outlook or
Notes, to create a PDF file with all the emails, preserving links that were in the original.

Naturally, with ECF where we file document in PDF, and where increasingly scanning
systems and litigation support and discovery tools use PDF as a format, if not the default
format, it will be increasingly useful to have staff intimately familiar with the features of this
software.

PDF is the accepted standard now to migrate to electronic files in the office as a
means to cut down on storage costs and archiving worries. It even has a special archiving
format that is a recognized international standard.

One of the slickest features of Acrobat is its ability to archive Web pages and even
whole Web sites. To do this start by creating a PDF from a Web page using the

0 Acrobat and Lawyers

1. “Bates Numbering”

Acrobat has some tools specifically targeted to the legal profession. Of course it is
becoming a discovery standard, but before now one had to rely on hand stamping or a vendor

to “Bates number” documents. There is now a built-in Bates numbering feature in Acrobat
8.

Things to remember: because you cannot OCR documents with Bates numbers on
them, it is important to do any OCR as the first step.

Bates numbering is unavailable for protected or encrypted files, some forms, and
applies only to the cover sheets of existing PDF packages. However, Bates numbering can
be applied to individual PDFs that are then assembled into a PDF package. And it will work
on a PDF that is created from several PDF files.
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2. Redaction

Adobe realized the need to produce redacted versions of documents, which can arise
both in the discovery process and at trial, where an exhibit has to be redacted to be admitted.
Acrobat now has powerful and indelible redaction utility which no t only irreversibly redacts
material but which also intelligently assists you in getting the job done.

3. Sanction Il now uses native PDF files

Recently Sanction II made it possible to use PDF files in a presentation in the same
fashion as TIFF files — with the same annotation tools available. This means that we do not
have to have two sets of electronic documents in preparing for trial — an important fact in
planning for discovery, and litigation support.

4. Security

The use of PDF for distributing documents can be especially important for Word users
where there have been ethical concerns about Word files with “metadata” in the form, at
least, of source and “undo” information. PDF has security features that will protect from
unwanted disclosures of that sort.

5. E-Briefs

An burgeoning and fascinating area is the filing of “E-Briefs” which have not only
the briefs, but the record and cases relied on, hyperlinked to each other for ease of use by the
court. This is done using the “hyperlink” features of Acrobat.

6. Create fillable forms

Acrobat 8 now has a feature that will review an electronic form and convert it into a
fillable form that can be reused in the future by entering data in the fillable fields. Of course
it allows for constructing such forms from scratch. Some courts offer fillable forms, other
courts and official agencies just have the form as a PDF file but not searchable or ready to
be “typed on” by the user. Acrobat now cures this.

We had a client who had trouble manually filling out the monthly reporting statement
for federal probation supervision. Indeed there was a violation of probation centering on this
issue. We cured the problem by creating a fillable PDF from the official PDF. That is
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included in the materials on the disc.

7. Acrobat file tools

The Organizer feature in Acrobat Professional helps attorneys review PDF files.
Organizer provides thumbnail images of PDF pages to help find files quickly, organize

related files, and rapidly browse, find, and sort PDFs.
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p Persuasion

On the creative side, there are powerful tools created by Adobe which can ultimately
be used to help us create persuasive PDF documents for submission to courts and
presentation to juries. We can easily collect a variety of electronic and scanned documents

and collect them in one PDF file for submission to a court or agency.

While PowerPoint is frequently — and often inappropriately—used in courtroom
presentations, Acrobat has advantages in control and display that make it a useful alternative.
It has a “display” that makes full use of the screen.
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If you are using Acrobat for display you can use F8 to toggle the toolbars on and off.
Also <Ctrl-L> will go into full screen mode with right click and left click moving forward
or backward, or PgUp and PgDn also for the same purpose. (<Ctrl-L> or Esc will get you
out)

You can also set Full Screen mode to display forward and backward buttons, if you
want. (Edit, Preferences)

Q Acrobat Resources

Free Downloads & Trials
Acrobat 8.0 Professional Trial Download

- http://www.adobe.com/products/acrobatpro/tryout.html

Acrobat 7.09 Update for Faster PCL Printing
- http://www.adobe.com/support/downloads/detail.jsp? fipID=3566

Adobe Document Center Free Trial

- http://www.adobe.com/products/onlineservices/documentcenter/features.html

Acrobat Connect Free Trial

http://www.adobe.com/go/freewebconferencing 2006

Acrobat 8.0 Customization Wizard Download -
http://www.adobe.com/support/downloads/detail.jsp? ftpID=3564

Adobe Reader 8.0 Download -
http://www.adobe.com/products/acrobat/readstep2.html

Adobe Reader 8.0 Enterprise Edition (for Enterprise Deployment) -
http://www.adobe.com/products/acrobat/acrrdistribute.html

Training

Acrobat 8.0 Teaching & Learning Resources -
http://www.adobe.com/education/instruction/teach/acrobat.html?tab:acrostdpro=1

98


http://www.adobe.com/products/acrobatpro/tryout.html
http://www.adobe.com/support/downloads/detail.jsp?ftpID=3566
http://www.adobe.com/products/onlineservices/documentcenter/features.html
http://www.adobe.com/go/freewebconferencing_2006
http://www.adobe.com/support/downloads/detail.jsp?ftpID=3564
http://www.adobe.com/products/acrobat/readstep2.html
http://www.adobe.com/products/acrobat/acrrdistribute.html
http://www.adobe.com/products/acrobat/acrrdistribute.html
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Acrobat 8.0 Experience Flash Demo - http://www.adobe.com/go/acrobat8exp uk

Acrobat 8.0: What's New for Legal Professionals OnDemand eSeminar (recording) -

http://seminars.adobe.acrobat.com/p17441268/

Acrobat 8.0 For Legal Podcast (20 minutes) -
http://www.lawbiz.com/podcasts/rick_borstein_final.mp3

Acrobat 8.0 for IT (Deployment and Adobe License Manager) -
https://admin.adobe.acrobat.com/_a227210/p50379167/

Acrobat Online Legal Events - http://www.smallurl.info/?r=vh

Adobe Events in Your Area - http://www.adobe.com/events

Resources

Acrobat 8.0 Enterprise Deployment; Step-By-Step Instructions -
http://blogs.adobe.com/acrolaw/2007/01/enterprise depl.html

Adobe Solutions for Legal Professionals Website - www.adobe.com/go/legal

Acrobat 8.0 Pro - New Features for Legal Professionals -

http://www.adobe.com/products/acrobat/solutions/legal/productinfo/features/index.html

Acrobat 8.0 for Legal Professionals Whitepaper -
http://www.adobe.com/products/acrobat/solutions/pdfs/Acrobat8 fol.egalPros.pdf

Acrobat 8.0 Product Family Detailed Comparison Matrix -
http://www.adobe.com/products/acrobat/pdfs/acrobat8 matrix.pdf

Acrobat 8.0 Professional Feature Overview -

http://www.adobe.com/products/acrobatpro/pdfs/acrobatpro overview.pdf

Acrobat 8.0 Professional Datasheet -
http://www.adobe.com/products/acrobatpro/pdfs/acrobatpro datasheet.pdf

Acrobat Connect Resources - http://www.adobe.com/products/acrobatconnect/

Support
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Acrobat for Legal Professionals Blog - http://blogs.adobe.com/acrolaw/

New Adobe Annual Support Plans - http://www.adobe.com/support/programs/

Free Acrobat Support, Tutorials and Forums - http://www.adobe.com/support/products/acrobat.html

Acrobat Developer Center - http://www.adobe.com/devnet/acrobat/

Adobe Support Knowledgebase - http://www.adobe.com/support/

Mark Mahoney
August 28, 2007
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Tutorials:

Where the data becomes more voluminous — lots of “fields” of data and data of more
length—and where the task of redoing the document is considerable, a “merge” setup
Isideal. ... e 52

People get scared when  mention macros. ..., .. 53

Using the “Master Document” feature, a brief can be broken up into “subdocuments” which
can then be assembled into a “Master Document.” ... ..................... 53

One can altogether avoid the use of Tabs or spacing, or underlined spacing, to format

captions and closings in briefs by using tables instead. .. .. ................. 54
“normalize” the styles .. . ... . 75
One very useful, but often overlooked feature in Acrobat is the “Pages” view. . ...... 83
One of the most useful features in Acrobat is “Commenting.” . ................... 83
Optical Character Recognition . ............... i, 34
create active hyperlinks .. . ... ... . 87
using the “Touch up text” tool in Acrobat to change the color of a word or phrase. . ... 87
pages can be swapped inandoutofaPDF .. ...... ... ... ... ... ... ... ... 89
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